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The present document has been prepared within the framework of the authority and
competencies of the Cyprus Agency of Quality Assurance and Accreditation in Higher
Education, according to the provisions of the “Quality Assurance and Accreditation
of Higher Education and the Establishment and Operation of an Agency on Related
Matters Laws” of 2015 to 2021 [L.136(1)/2015 — L.132(1)/2021].
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. Guidelines on content and structure of the report

e The Higher Education Institution (HEI) based on the External Evaluation Committee’s (EEC’s)
evaluation report (Doc.300.1.1 or 300.1.1/1 or 300.1.1/2 or 300.1.1/3 or 300.1.1/4) must justify
whether actions have been taken in improving the quality of the programme of study in each
assessment area. The answers’ documentation should be brief and accurate and supported by
the relevant documentation. Referral to annexes should be made only when necessary.

e In particular, under each assessment area and by using the 2" column of each table, the HEI
must respond on the following:

- the areas of improvement and recommendations of the EEC
- the conclusions and final remarks noted by the EEC

e The institution should respond to the EEC comments, in the designated area next each comment.
The comments of the EEC should be copied from the EEC report without any interference in
the content.

e |n case of annexes, those should be attached and sent on separate document(s). Each document
should be in *.pdf format and named as annexl1, annex2, etc.
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1. Study programme and study programme’s design and development

(ESG1.1,1.2,1.7,1.8,1.9)

Response of the Higher Education Institution (HEI)

The comments of the EEC are very positive and the 1%t section (ESG 1.1, 1.2, 1.7, 1.8, 1.9) Study programme

and study programme’s design and development are evaluated as Compliant by the EEC.

Areas of improvement and
recommendations by EEC

Actions Taken by the Institution

For Official Use ONLY

All the branches should create an
overarching document that
demonstrates how each unit on
the program contributes to the
intended learning outcomes of
the overall program. This is a
requirement of CYQAA.

As per the EEC committee’s
recommendations and as per the
requirements of the CYQAAA an
overarching document that
demonstrates how each unit on
the program contributes to the
intended learning outcomes of
the overall program is created.
See Annex 1

Choose level of compliance:

The leadership and the program
directors across all branches
need to reassess the structure of
the program and consider the
following changes / suggestions.
The ECC strongly believes that
these will significantly improve
the program: Considering its
practical nature and importance,
the unit “Office Automation”
should be a core unit and not an
elective. The EEC recommends
that these should be merged
with the unit of “Intro to
Computers”

Considering that the graduates
of the program need to have a
holistic understanding of how a
business is run (hence, the
introductory units on Accounting
and Marketing) the unit of “Intro
to Management / Business” is

As per the EEC committees’
recommendations the structure
of the program is reassessed and
the changes / suggestions of the
EEC were implemented. The
Elective Module “SEC 113 - Office
Automation” is merged with the
core module “SEC 101 -
Introduction to Computers” and
it is renamed to “SEC 101 -
Elcaywyn otoug HAekTpovLKOUG
YmoAoyloTtég & AUTOUATIONOC
lpadeiou (Introduction to
Computers & Office
Automation)”.

In addition to the comments of
the EEC, the Internal Committee
of the College decided to add a
core module “SEC 111 -
Eloaywyn otig Emiyelpnoeig
(Introduction to Business)” so as
for the students of the certificate
to have a holistic understanding
of how a firm / business is run.

Choose level of compliance:
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missing from the core units of
the program.

Considering the
niche/specialized nature of the
unit “Intro to Logistics”, this
could be an elective and not core
unit. The EEC suggests that the
basic theory of supply chain and
(inbound and outbound) logistics
is covered with the units of
“Intro to Management” and
“Intro to Marketing.”

Finally, the EEC suggests
incorporating basic theory of
consumer psychology in the unit
of “Customer Service” and
rename the unit “Customer
Psychology and Service
Excellence”

Moreover, the module “SEC 111
— Intro to Logistics” from core
becomes elective and the course
syllabus of the module “Intro to
Marketing” was revised so as to
refer to the basic theory of
supply chain and logistics.
Finally, as per the suggestions of
the EEC, the course syllabus of
the core module “SEC 112 —
Customer Service” is reviewed
and renamed to “SEC 112 —
Customer Psychology and Service
Excellence”. It important to note
that the syllabus was enriched
and incorporated with the basic
theory of consumer psychology
which is an essential element of
a successful customer service.
See Annex2 & 3

Analyze whether students are
being over assessed as it appears
that every course in the same
semester, across all branches,
has multiple assessment
methods.

The multiple assessment methods
seen on the course syllabuses serve
as a guide to the lecturers on the
methods they can select to use
through their module. The lecturer
can choose from a list of
assessment methods and adjust
them to their course. The
assessment of a course will be
consisted of two parts. The
assessment which will represent
the continuous evaluation of a
student’s progress and the result
of the final written examination
at the end of an academic
semester. In the specific program
of study, a system of continuous
assessment and Final
Examination is applied. The
continuous assessment of each
module varies depending on the
nature of the module and it
corresponds to the 40% of the
overall grade. The Final
examination weighs 60% and the
Passing mark is 50%.

Choose level of compliance:

The multiple assessment methods
seen on the course syllabuses serve
as a guide to the lecturers on the
methods they can select to use
through their module.
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During the semester, the
instructor has the opportunity to
evaluate the students through
various methods assessments.
Not all assessment methods
correspond to each module but
the instructors can choose which
methods corresponds best to the
nature of their module. The
instructor informs the students
of his/her assessment methods
on the course outline which is
given to the students in the
beginning of each semester and
it is explained in detailed in class.
For example:

Continuous Assessment — 40%
Class Participation: 5%

Mid - Term: 20%

Assighment: 15%

Continuous Assessment can
consist of tests / quizzes,
assignments written or oral,
individual or group project, mid-
term exams. The final
examination is carried out at the
end of the semester. The average
of the scores is the continuous
assessment score.

See Annex 1 &4

EEC also encourages some
differentiation in terms of
assessment methods so that
students are exposed to different
assessments and their
combinations. It will be useful to
map assessment against courses
and learning outcomes (similar
to the course mapping against
learning outcomes). This will help
the programme team, across all
branches, to formulate a
coherent assessment strategy

There is differentiation in terms
of assessment methods
depending on the culture of each
module but there is also room
for improvement and that is why
we have asked the opinion of all
lectures so as to revise and
refresh the assessment methods
of their course.

Also, we as management and
Internal Committee we
encourage our Academic Staff to
mingle and have frequent
meetings so as to discuss and
share ideas on their taught

Choose level of compliance:
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courses. These frequent
meetings, give the opportunity
to all academic staff to improve
their teaching skills and make
their lessons more interesting.
As a college, and due to the
peculiarity of our organization —
4 branches across the island- we
have a policy that all of our
Academic Staff and especially
academic staff of the same field
to meet up with colleagues in the
beginning of the academic year
and exchange and share ideas on
their field of expertise.
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2. Student — centred learning, teaching and assessment

(ESG 1.3)

Response of the Higher Education Institution (HEI)

The comments of the EEC are very positive and the second section, Student — centred learning, teaching

and assessment (ESG 1.3) is evaluated as Compliant by the EEC.

Areas of improvement and
recommendations by EEC

Actions Taken by the Institution

For Official Use ONLY

Even though the foundation year
is the stepping stone for Year 2
and 3, there is a need to detach
the first year of the program
from those of Year 2 and 3. The
college needs to ensure that the
students that do not progress to
the 2nd and 3rd year of the
program, have a holistic
understanding of how a business
is run and more specialised
knowledge on secretarial-related
subject areas.

The Program is autonomous and
at graduation the students
receive a Certificate. Students
who graduate from “Secretarial
Studies” (1 Year, 60 ECTS,
Certificate) would have a holistic
understanding of how a business
is run and more specialized
knowledge on secretarial -
related subject areas. With the
addition of the modules “Intro to
Business” and the restructuring
of the modules “Intro to
marketing”, “Customer
Psychology and Service
Excellence” and “Intro to
Computers & Office Automation”
the program would offer an
overall learning to candidates
and it would also be more
competitive.

Students who graduate from the
1 Year Certificate can further
continue their studies if they
wish, into a Diploma or Higher
Diploma level.

Choose level of compliance:

The EEC suggests restructuring
the proposed program of study
(See section 1 of the report) to
ensure its competitiveness and
viability.

As per the EEC committees’
recommendations the structure
of the program is reassessed and
the changes / suggestions of the
EEC were implemented. The
Elective Module “SEC 113 - Office
Automation” is merged with the
core module “SEC 101 -

Choose level of compliance:
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Introduction to Computers” and
it is renamed to “SEC 101 -
Eloaywyn otoug HAeKTpOVIKOUG
YroAoylotég & AUTOUATIONOC
lpadeiou (Introduction to
Computers & Office
Automation)”.

In addition to the comments of
the EEC, the Internal Committee
of the College decided to add a
core module “SEC 111 -
Eloaywyn ot Emyelpnoeig
(Introduction to Business)” so as
for the students of the certificate
to have a holistic understanding
of how a firm / business is run.
Moreover, the module “SEC 111
— Intro to Logistics” from core
becomes elective and the course
syllabus of the module “Intro to
Marketing” was revised so as to
refer to the basic theory of
supply chain and logistics.
Finally, as per the suggestions of
the EEC, the course syllabus of
the core module “SEC 112 —
Customer Service” is reviewed
and renamed to “SEC 112 —
Customer Psychology and Service
Excellence”. It important to note
that the syllabus was enriched
and incorporated with the basic
theory of consumer psychology
which is an essential element of
a successful customer service.
See Annex 2 & 3

The teaching staff and the
program director at the Limassol
College need to conduct a
mapping exercise that highlights
how each unit taught on the
curriculum contributes to the
intended outcomes of the overall
program. Please note, that this is
a requirement of the CYQAA.

As per the EEC committee’s
recommendations and as per the
requirements of the CYQAAA an
overarching document that
demonstrates how each unit on
the program contributes to the
intended learning outcomes of
the overall program is created.
See Annex 1

Choose level of compliance:
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The EEC suggests that the
teaching staff at the Limassol
College to fully embrace the
student-centred learning
approach and incorporate the
learner in the discovery and
delivery of knowledge. To this
extent, the EEC suggests
collaborations between the
teaching teams of the different
branches. Teaching staff from
different colleges on a ‘teaching-
away day’ could share best
practices and effective
pedagogical approaches that
encourage a student-centered
approach to teaching. Also, the
EEC suggests that experienced
staff is paired with junior staff
in @ mentorship program.

CDA College ensure that the
programs are delivered in a way
that encourages students to take
an active role in creating the
learning process, and that the
assessment of students reflects
this approach. CDA College
consistently apply pre-defined
and published regulations
covering all phases of the
student “life cycle”, e.g. student
admission, progression,
recognition and certification. As
a college, and due to the
peculiarity of our organization —
4 branches across the island- we
have a policy that all of our
Academic Staff and especially
academic staff of the same field
to meet up with colleagues in the
beginning of the academic year
and exchange and share ideas on
their field of expertise.

See Annex 8

Choose level of compliance:




A ®OPEAZ AIAZOAAIZHE KAl MIZTOMOIHIHE THE MOIOTHTAZ THE ANQTEPHX EKMAIAEYEHE

CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// eNQ3.

The college should strive to
improve even further its
engagement with industry and
external stakeholders.

The C.D.A College of Limassol
could involve an external
advisory board to ensure the
continuous update and
development of the program.

The management of the College
as well as the Internal
Committee before deciding
whether to evaluate or
reevaluate a program of study
proceeds with market research
and takes into consideration the
opinion and suggestions of
various stakeholders that the
College cooperates with. For
example, for the specific
program of study, the opinion of
well-established lawyers was
asked and they pointed out the
importance of secretarial staff
who is aware not only of
secretarial duties but also to
have a basic knowledge of legal
terms and thus we have decided
to include an elective course
“Tpoppatéag NopLKwy
EnayyeApdatwv (“Secretary for
legal matters”).

Moreover, we have also asked
the opinion of entrepreneurs and
they have also pointed out the
importance of a strong
secretarial team especially in the
front office. For them, it is very
important to have a perfectly
organized administration office.
Although, lately secretaries were
replaced with more qualified
staff such BA holders etc., they
have made it very clear that the
role of a proper secretary is
irreplaceable and very important
for a company. A good secretary
is the foundation of the whole
organization and if the
foundations are put together
correctly then the result is
undoubtable.

Furthermore, the 1 Year Program
is the first accredited program of
the College and it’s been running

Choose level of compliance:

10
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successfully for over 2 decades.
However, we always try to
ensure the continuous update
and development of the program
and that’s why we have decided
to make it more attractive to the
needs of today’s market. Itis
also important to note that in
Nicosia we only offer a certificate
in the Secretarial Studies.
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The teaching staff should ensure
that the students not over
assessed throughout the
duration of their studies

See Annex 1 &4

Choose level of compliance:

12
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Response of the Higher Education Institution (HEI)

The comments of the EEC concerning the Teaching staff (ESG 1.5) were evaluated as compliant except the

point 3.3 Synergies of teaching and research which was evaluated as Compliant.

Areas of improvement and
recommendations by EEC

Actions Taken by the Institution

For Official Use ONLY

One issue is the low-performing
student quality, as secretarial
studies often attract students
with lower aspirations. This
results in students who are not
high performers.

The low number of enrolled
students threatens the
program's sustainability.
Management and public
relations need to explore ways
to increase interest among
students and parents. If there is
a declining interest in
secretarial studies, the program
may need to be reconsidered.

The Management and the Public
Relations Department of the
college uses various marketing
methods so as to promote its
programs. All of our programs of
study are feasible although in
some cases some programs
enrolments are reduced. See
Annex 5 Program of Studies
Promotion Strategies

Choose level of compliance:

There is room for improvement
in teaching mobility through the
Erasmus program by expanding
agreements with other tertiary
education institutions abroad.

C.D.A. College, holds the Erasmus
Charter with the code CY
NICOSIA30 since 2014, has been
actively engaged in the Erasmus+
program, promoting
international education and
cooperation.

1 Year Programs (Certificate
level) are not entitled to take
part in Erasmus mobilities but
our academic staff because they
teach in other programs, they
are encouraged to take part in
Erasmus mobilities. In other
words, all academic staff is given
the opportunity to take part in
Erasmus programs so as to

Choose level of compliance:

13
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improve their teaching as well as
learning skills.
See Annex 6

Monitoring the careers of alumni
and maintaining continuous
contact with them will help the
college formulate strategies and
ultimately increase student
intake

All CDA College graduates
automatically become members
of the CDA College Alumni
Association (C.D.A.AL.A.). The
aim of the Alumni Association is
to maintain contact with the
College graduates by inviting
them to attend College activities
and by communicating to them
the College's news. The
association is designed so that it
may receive information from
graduates concerning their
employment and career
development. The graduate
alumni survey is conducted every
five years. The purpose of this
survey is to track the career
development of CDA College
graduates two and five years
after graduation as well as to
solicit feedback on the quality of
educational and broader CDA
College experience that they
went through.

Choose level of compliance:

14
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4. Student admission, progression, recognition and certification

(ESG 1.4)

Response of the Higher Education Institution (HEI)

The comments of the EEC are very positive and the Student admission, progression, recognition and

certification (ESG 1.4) is evaluated as Compliant by the EEC.

Areas of improvement and
recommendations by EEC

Actions Taken by the Institution

For Official Use ONLY

The college may need to promote
the program more aggressively or
adapt to market changes favouring
longer education programs.

As explained to the EEC, the
program of study is feasible
although the small enroliment
numbers. Moreover, the specific
program of study is considered
feasible with 5 students, a
number which is achieved in all
campuses with Larnaca & Paphos
campus having bigger numbers
of enrollments because of lack of
competition in these cities.
Limassol and especially Nicosia
are the two campuses who face
the most competition but
fortunately we fulfil our target
goal which is registering at least
5 students per academic year at
the certificate level.

Some of our promotion
strategies are depicted in Annex
5

Choose level of compliance:

One-year programs have inherent
limitations, such as needing more
specific courses for certain
careers.

Knowledge acquired in one job
may become less useful if the
student changes careers.

After the suggestions of the EEC,
we believe that the program of
study would be even more
competitive and holistic. The
Certificate would give the
students the opportunity to
broaden their horizons and
decide whether they want to
continue their studies into a
higher level.

Choose level of compliance:

15
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5. Learning resources and student support

(ESG 1.6)

Response of the Higher Education Institution (HEI)

The comments of the EEC are very positive and the Learning resources and student support

(ESG 1.6) is evaluated as Compliant by the EEC.

Areas of improvement and
recommendations by EEC

Actions Taken by the Institution

For Official Use ONLY

Encourage Teacher
Development: Promote more
active participation of teachers in
mobility programs, training
seminars, and conferences
related to their subjects.

C.D.A College encourages all
academic and administrative
staff to take part in mobility
programs.

Also, it is very important us the
continuous personal
development of our staff and
that’s why we encourage them
to participate training seminars,
conferences related to their
subjects.

The management of the college
also organizes in house seminars
so as to improve the skills and
knowledge of our staff. For
example, in July 2024 all
administrative staff of Nicosia,
Limassol and Larnaca branch had
the opportunity to take part to
the following EU funded
programs: “Green growth and
environment” -

The Program analyzes
environmental challenges
(climate change, depletion of
natural resources, environmental
pollution), and their impact on
our lives, and explains the
concepts of sustainable
development, green
development and circular
economy as a response to these
challenges. The main
environmental indicators of
Cyprus are presented and advice

Choose level of compliance:

16



A ®OPEAZ AIAZOAAIZHE KAl MIZTOMOIHIHE THE MOIOTHTAZ THE ANQTEPHX EKMAIAEYEHE

CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// eNQ3.

is given on environmentally
friendly practices for individuals
and businesses. Green
occupations and skills are
outlined and further training
opportunities in the subject are
presented.

“Health and Safety” - The
Program explains the importance
of safety and health at work for a
modern professional. The various
types of occupational hazards
are presented and numerous
examples of hazards and
measures to protect against
them are given. The basic
principles of risk management
are explained and opportunities
for further training and
information on the subject are
presented.

Leverage Professional
Experience: Increase the
involvement of teachers with
extensive professional
experience to enhance the
transfer of practical knowledge
and the appeal of the
professional degree.

The management of the College
wants its students and future
graduates to have a direct
involvement with the market and
that is why we have frequent
visits from professionals, such as
accountants, HR managers,
Typists, marketers etc. The
purpose of these guest lecturing
visits is for the students and
future secretaries to have a
direct contact with these
expertise so as to understand
better the market. Moreover, the
College is also member of the
International Management
Assistants (IMA), a global
network for management
support professionals since 1974
and members of IMA visit our
colleges and gives lectures to the
future secretaries. Their goal and
vision are to connect and engage
peers within and across borders

Choose level of compliance:

17
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and empower our members to
excel.

Furthermore, except from in
house guest lectures and
professional visits, the students
accompanied with their
lecturers, have educational visits
to courthouses, the Parliament
SO as to experience the
professional of a stenographer
(shorthand) and/or typists.

Also, they have the opportunity
to visit local post offices, or
private courier firms, and see the
importance of logistics (an
elective course).

In addition, through their non -
credited practice (2 weeks non -
credited practice between the
two semesters) they are given
the opportunity to work as
secretaries either at a doctor’s
office, lawyer’s office, school
reception etc. and apply some of
the knowledge and skills they
gained through their first
semester of study.

Expand Student Mobility:
Strengthen student exchange
programs (e.g., ERASMUS+) to
include more EU countries
beyond Greece.

Enhance International
Collaborations: Increase
collaborations with individual
scientists, institutes, and
academic organizations
worldwide.

Our Erasmus team, coordinated
by Ms. Christina Agathangelou
works towards new agreements
and collaborations in Europe and
internationally. Each campus has
an Erasmus officer responsible to
inform students of any mobility
possibilities and encourage them
to be a part of these programs.
There has been a transformation
of the Erasmus since 2021 and
has been integrated with our
"Aristotle" Research Center.
These two offices work together
perfectly and have already
submitted several programs
through Erasmus + and we await
responses. See Annex 6

Choose level of compliance:
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Update Educational Material:
Regularly update and enrich
educational materials, especially
supplementary teachers'
manuals.

The College's policy is to
regularly update and enrich the
library. We try to have updated
editions of books either in Greek
or/and English language. In
courses such as Typing or Greek
Shorthand that there aren’t any
newer versions the lectures
prepare their own notes and give
out to students. Also, nowadays
e-books are easier to be found
and that is why we also
encourage lecturers to use e-
books or online material. Online
databases and e-books are
available for all lecturers to be
used during their teaching. The
teachers also prepare additional
notes for each lesson are publish
on their personal Moodle page.
As part of the development of
our college, we aim to provide
the students and academic
community with modern and
technologically equipped
libraries. We are constantly
updating the printed material
with new editions, so that the
students could meet their
learning needs based on the
courses of each discipline. We
also try to provide additional
bibliography, giving both
students and lecturers the
opportunity to have a more
complete picture and further
knowledge. Also, through
agreements with databases, such
as EBSCO and EMERALD, library
users have access to numerous
e-books, electronic articles, etc.

In disciplines and courses, where
the literature is quite limited
and/or outdated, through the
material we provide, our

Choose level of compliance:
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professors prepare their own
notes, which are also available in
the libraries for students to
study.

Specifically, for the Secretarial
curriculum, after research and
always in consultation with the
academic staff, the bibliography
was recently updated for some
courses. In more detail, for the
first semester in the SEC 101
"Introduction to Computers"
course, we purchased the main
textbook "Computer Use and File
Management" by Prodromis, A.
and llias, M., 2023. In the SEC
104 course " Introduction to
accounting", we bought the book
"Introduction to accounting", by
Papadimitropoulos, A., 2019. In
the new course SEC 105
"Business Greek", we acquired
the book "Language Exercises",
by Papadrianou, A., 2017. In
course SEC 106 "Communication
Skills & Behavior", added the
books "Win Your Audience" by
Carnegie, D., 2019 and "It's Not
What You Say, But How You Say
It: How to Sell Yourself" by
Parker, M., 2015.

Moving into the second
semester, the bibliography for
the course SEC 108 "Text
Processing", has been updated
with "Text Processing", by
Prodromi, A. & llias, M., 2019. In
the new course SEC 109 "Social
Media", added the books
"Understanding Social Media" by
Tzavara, P., 2020 and "Social
Media - A Critical Introduction”
by Fuchs, C. 2023. In SEC 110
"Principles of Marketing",
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acquired "Principles of
Marketing" , by Fahy, J., 2014,
"Modern Marketing", by
Kyriazopoulos P., Samanda - R,,
2019, "The battle for the digital
market: The strategy and tools of
Digital Marketing", by Petkakis, G
., 2021 and "Marketing: includes
digital marketing, the Greek
practical approach", by
Tjortzakis, K., 2020. In SEC 111
"Logistics Management",
"Operations Management-
Sustainability And Supply Chain
Management", by Heizer, was
added, J., Munson, C. And
Render, B., 2023. And finally, in
SEC 113 “Computerized
Accounting”, “Computerized
accounting: theory and practice”
by Karagiorgos, Th., 2015.
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6. Additional for doctoral programmes

(ALL ESG)

Not applicable

Areas of improvement and
recommendations by EEC

Actions Taken by the Institution

For Official Use ONLY

Click or tap here to enter text.

Click or tap here to enter text.
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7. Eligibility (Joint programme)
(ALL ESG)

Not applicable

Areas of improvement and
recommendations by EEC

Actions Taken by the Institution

For Official Use ONLY
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B. Conclusions and final remarks

Finally, CDA College firmly believes that all the observations/suggestions raised by the EEC have been fulfilled
and actions The College is grateful for the constructive criticism and suggestions of the EEC for the further

improvement of the program.

Conclusions and final remarks by
EEC

Actions Taken by the Institution

For Official Use ONLY

Better promotion of the
organization’s strengths.

The Management and the Public
Relations Department of the
college uses various marketing
methods so as to promote its
programs. All of our programs of
study are feasible although in
some cases some programs
enrolments are reduced.

See Annex 5 Program of Studies
Promotion Strategies

Choose level of compliance:

Adapting to competitive
pressures, changing labor market
conditions, and technological
advancements.

As explained to the EEC, the
program of study is feasible
although the small enroliment
numbers. Moreover, the specific
program of study is considered
feasible with 5 students, a
number which is achieved in all
campuses with Larnaca & Paphos
campus having bigger numbers
of enrollments because of lack of
competition in these cities.
Limassol and especially Nicosia
are the two campuses who face
the most competition but
fortunately we fulfil our target
goal which is registering at least
5 students per academic year at
the certificate level.

See Annex 1,5 &7

Choose level of compliance:

Conducting further analysis of
labor market trends and
prospects.

After the suggestions of the EEC,
we believe that the program of
study would be even more
competitive and holistic. The
Certificate would give the
students the opportunity to
broaden their horizons and
decide whether they want to

Choose level of compliance:
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continue their studies into a
higher level.

The management of the College
as well as the Internal
Committee before deciding
whether to evaluate or
reevaluate a program of study
proceeds with market research
and takes into consideration the
opinion and suggestions of
various stakeholders that the
College cooperates with. For
example, for the specific
program of study, the opinion of
well-established lawyers was
asked and they pointed out the
importance of secretarial staff
who is aware not only of
secretarial duties but also to
have a basic knowledge of legal
terms and thus we have decided
to include an elective course
“Irpappatéag Nopkwv
EnayyeApdtwv (“Secretary for
legal matters”).

Moreover, we have also asked
the opinion of entrepreneurs and
they have also pointed out the
importance of a strong
secretarial team especially in the
front office. For them, it is very
important to have a perfectly
organized administration office.
Although, lately secretaries were
replaced with more qualified
staff such BA holders etc., they
have made it very clear that the
role of a proper secretary is
irreplaceable and very important
for a company. A good secretary
is the foundation of the whole
organization and if the
foundations are put together
correctly then the result is
undoubtable.
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Furthermore, the 1 Year Program
is the first accredited program of
the College and it’s been running
successfully for over 2 decades.
However, we always try to
ensure the continuous update
and development of the program
and that’s why we have decided
to make it more attractive to the
needs of today’s market. Itis
also important to note that in
Limassol we only offer a
certificate in the Secretarial
Studies.

See Annex 1,5 &7

Aligning program content with
emerging professional changes;
Implementing certain course
changes or mergers to make the
program more attractive.

Developing a more
comprehensive business plan
and conducting a thorough
viability study.

As per the EEC committee’s
recommendations and as per the
requirements of the CYQAAA an
overarching document that
demonstrates how each unit on
the program contributes to the
intended learning outcomes of
the overall program is created.
See Annex 1,5 &7

Choose level of compliance:
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C. Higher Education Institution academic representatives

Date: 30/08/2024
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ANNEX 1
No. Learning Outcomes Course | Methodology Assessment
Code
1 | Napéxel SEC 100 | AlaAé€eLg, Student
otoug poutntég/dottntpleg uPnNANG SEC 107 | uPBpLdikn Examination
TOLOTNTAG €KMOISEUON OXETIKA E TLG SEC 101 | &ibaokaAla, and Grading
guBuveg kal ta kabrkovta SEC 108 | Mapouoiaoelg, | Modes -
HLOG ouyxpovng SEC 102 | Epyaoieg Grades and
YPOUUOTEQC. SEC 103 | (opadikégn Passing Grade
SEC 104 | /kat atopulkeg), | of Students
SEC 106 | Mpaktikn A system of
SEC 109 | e¢doknon, continuous
SEC 110 | EvSiapeon evaluation
SEC 111 | E¢€taon, (course work)
SEC 112 | TeAwkn which is 40%
SEC 113 | E¢€taon and final
2 | ekmalSeVEL TOUG OTIOUSACTEC/PLEG SEC 100 Examinations
wote V' avtamnokpivovtal anoteAeopatika | SEC 107 which is 60%
W¢ YPOUUATELG OTIGC UPNAEC ATALTAOELG SEC 101 and the
TWV oLYXPOVWV ETIXELPNOEwWVY, Tpanelwy, | SEC 108 Passing mark
NUIKPATIKWY KOl KPOTIKWY SEC 102 is 50%, as
OPYOVLIOUWV. SEC 103 follows:
SEC 104 During the
SEC 106 semester, the
SEC 109 instructor
SEC 110 evaluates the
SEC 111 students
SEC 112 through
SEC 113 various
3 | Npoodépetl SEC 100 assessment
otou¢ doutnteg/doutrtpleg /dotitpleg | SEC 107 methods such
T000 BswpNTIKA 600 KAl TIPAKTLKA SEC 101 as a) Course
KOTAPTLON WOTE va €lval o€ SEC 108 Work which
B€on va avtamnokplBolv pe emntuyia oe SEC 102 consists of:
Béuata Sloiknong ypadeiwv Kat SEC 103 Tests,
VPNAWV TEXVOAOYIKWVY ATALTACEWV SEC 104 assignments,
HLOG oUYXPOVNG ayopds €pyaciog. SEC 106 individual or
SEC 109 group project,
SEC 110 mid-term
SEC 111 exams and /
SEC 112 or other tests,
SEC 113 The average of
4 | Npoetoludlet SEC 100 the scores is
Toug dottntég/dottnTpleg /PoLtATPLES SEC 107 the
continuous
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yla va TIETUXOUV O KUPBEPVNTLKEG

Kol EEWTEPLKEC ETIAYYEAUATIKEG
e€etaoelg otn Aaktuloypadia kat Tnv
eMNANVIK otevoypadia.

TIAPEXEL TIC BAOIKEG YVWOELG AOYLOTLKAG
(Book Keeping)

KOl NAEKTPOVIKWVY UTIOAOYLOTWV Kal va
TOUG TIPOETOLUACEL VA TIETUXOUV OE
efwteplkég e€etaoelg (Ucert).

SEC 104
SEC 101
SEC 108

assessment
score.

- The final
examination is
carried out at
the end of the
semester and
the type of the
final exam
depends on
the module.
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ANNEX 2
Mepiodol AplOudg Z0volo ApLOuog
A/A Tumnog Ovopa Kwdwkadg ava Awdpkela | eBdopddwv/ | meplodwv/ | MoTWTKWV
Ma6rpatog Ma6rpatog Ma6rpatog eBSopada NeEPLOSoV | akadnuaikd | akadnuaiké | Movadwv
Oewpia | Epyaot. g§aunvo g§aunvo (ECTS)
1°¢Xpovog, A’ E§aunvo
MpokTkn Aaktuhoypadia | SEC 100 3 50 14 42 4
Mewkto Elcaywyn clstouc, H)\EKTpOVLKIOUC , SEC 101 5 50 14 42 6
YroAoyloteg & Autopatiopog Mpadeiou
Oswpia AyYALKA YLOL ETILXELPNOELG SEC 102 3 50 14 42 4
Oswplia Opyavwon Mpadeiou SEC 103 3 50 14 42 4
Oswplia AoyloTikn SEC 104 6 50 14 42 7
Oswplia EAANVIKA yLa ETiXelproeLg SEC 105 2 50 14 28 2
Oewpia Eruowvwviakég As€ldtnteg & Tupnepipopd | SEC 106 2 50 14 28 3
1°¢Xpodvog, B’ E§apnvo
MpaKktLkA Aaktuloypadia ll SEC 107 3 50 14 42 5
Mewkto Enefepyaoia Kelpévou SEC 108 4 50 14 42 6
Mewkto Méoa Kowwvikng Alktowong SEC 109 1 2 50 14 42 4
Oswplia Eloaywyn oto MApKeTIVYK SEC 110 2 50 14 28 3
Oewpla ELoaywyr oTLC ETUXELPrOELC SEC 111 2 50 14 28 4
(?ewp'ta E€untnpétnon kat Wuxoloyia Tou meAdtn SEC 112 2 50 14 28 4
ﬁéewpia Erdeyopevo 50 14 28 4
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EmuAeyopeva Madnpata

1 Awaxeiplon Logistics 28 4
SEC 113 (amoBrikeuon, 2 50

Slaxeiplon, dlavoun)

2 SEC 113 Fpauuatéc'xq NopLkwv 5 50 28 4
EnayyeApdtwy

3 |SEC113 Mnxavoypadnuévn 2 50 28 4
AoyLoTikn

4 | SEC113 EAAnvikn Ztevoypadia 2 50 28 4

Inueiwon: Z€ nepintwon nov vntapouv portntés / pottitpLeg (MAvw amd 5 dtopa) ou emtBupolv va mopakoAoubrjoouV MEPLOCOTEPES WPEG
eAAnVIKAG otevoypadiag tote pnopolv va Snpoupyndouv efibetkeupéva epyaotrpla eAANVIKNAG otevoypadiag kat Oa 00l miotonotntiko
napakoAoUOnong otoug / OTLG CUHMETEXOVTE.
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Tithog Mabnuatog

Eloaywyn otoug HAektpovikoUG YroAoylotég & Autopatiopog Mpadeiov

Kw&kog SEC 101
Mabnpatog

TUMOG HaBruatog | YIOXPEWTIKO
Eninedo MotononTko

‘Etog / E€apunvo
doitnong

1° Xpovo, A E€aunvo

Ovopa Adaokovta

ECTS 6 Awalé€elg / Epyaotrpla / 5
eBdopada eBdopada

JtoxoL Mabnuatog | H evotnta autr) B€tel To uTOBaBPOo Twv Bactkwy evvolwy Kot Se€lotnTwy
OXETIKA HE TN Xprion cuokeuwv (devices), tn Snuoupyia kot Staxeiplon
apxelwy, T xpron diktuwv (networks) kot tnv aopaiela dedouévwy (data
security).

MaOnotakd ° Karavos't’ BaolkoUC OPOUC Kol E£VVOLEC TIOU OXETLlovTal HE TNV

AmnoteAéopata Texvohoyia

MNAnpodopwwv kot Emwkowwviwv (TME), TOUG UTOAOYLOTEG, TIG
OUOKEUEG KOLL TO AOYLOLLLKO.

Zekwva Kal va teppatilel tn Aettoupyia vog UTIOAOYLOTH.

Epyaletal amoSoTikad Kol AMOTEAEGUATIKA OTNV ETLPAVELD EPYAOLOG
TOU UTIOAOYLOTH XpnoLlomolwvTag lkovidia kot mapddupa.
MNpooapudlel tig PaolkéC pubuioelg Tou AEITOUPYLKOU GUOTHHUOTOG
KOLL VO XPNOLUOTIOLEL TNV EVowHATWHEVN Aettoupyia BorBeLag.
Anpoupyel éva amho €yypado Kal va EKTUTIWVEL TO ATIOTEAECUAL.
M'vwpileLtic Baotkég évvoleg Slaxeiplong apxelwv kat va eival os B€on
VO OPYOVWVEL ATMOTEAECHOTIKA Ta apxeia kol Toug pakéAoug Tou
UTtOAOYLOTH.

Katavoel Baowkég €vvoleg amoBrkeuong kot xprionc Pondntikou
AOYLOULIKOU YLO TN CUUTILEDN KOIL MTOCUUTIiEDN UEYAAWVY OE péyeBOG
opxeilwv.
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Katavoel évvoleg mou oxetilovtat pe ta Siktua KabBwg Kot TIG
SlaBéaotpeg emhoyEg SIKTUwWONG Kal eivat oe B€on va cuvdeBel o’ Eva
Siktuo.

Katavoel tn onuaocia mpootaociag §e60UEVWV KOl CUCKEUWV aTO
KakOBouAo Aoylopko (malware) kaBwg kat Tn onuaocia dnuloupylag
avtypadwv aodpaleiag twv Sedopévwy (backing up data).
Avayvwplilel ta B€pata tou oxetilovtal pe TNV olkoAoyLikn xprion TMNE
(green IT), tnv mpooBaociuotnta (accessibility) kaBwg kat tng vyeiag
Kal aodpalelag Tou xpnotn.

AUTO T0 PAONMA TTPOETOLUATEL TOUG POLTNTEG YLAL VAL TIETUXOUV OTNV
eg€taon UCERT

Mpoarmnattolpeva Kavéva JUVOTTOLTOUEVA
NepLex6UEVo EBSopadeg | MaBnoiakd AntoteAéopata Kat Meplexopevo Madnpatog
MoaBrpatog - -
1 1 YmnoAoylotég Kol ZUGKEVES
1.1 TNE (ICT)

1.1.1 Katavonaon tou opou Texvoloyia MAnpodoptkig Kat
Erukowwviwv (TMNE) (Information and Communication
Technology -ICT).

1.1.2 T'vwon dtadopwv untnpeotwv/xprioswv TNE (ICT)
OMwG: AladSIkTuakECG umtnpeaoieg (Internet services), Kvntn
texvoloyia (mobile technology), epapuoyég
napaywylkotntag ypadeiov (office productivity
applications).

1.2 YAko (Hardware)

1.2.1 Katavonon tou opou YAWO (hardware).

1.2.2 Katavonon twv opwv enefepyaotnc (processor),
Mvnun Tuxaiag Mpoonélaonc (Random Access Memory -
RAM), amoBnkeuTIkOC Xwpog (storage).

1.2.3 Avayvwplon Twv KUPLWV TUTIWV EVOWHATWHEVWY Kl
EWTEPLKWV OUOKEUWV OTWG:

1.2.4 Avayvwpilon cuvnBwv Bupwv eLl006ou/e£660uL OMWC:
USB, HDMI.

1.3 1.3.1 Noyiopuiko kat Adslodotnon

Katavonon tou 0pou Aoylopiko (Software) kat dtakpion
METAEL TWV SLOPOPETIKWVY TUTIWV AOYLOULKOU
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1.3.2 Katavonon tou T eival éva AELToupyLKO cUoTnUa
(operating system)

1.3.3 Avayvwplon Kal Katavonon cuviBwv ebappoywy
AOYLOULIKOU KOlL TWV XPHOEWV TOUG

1.4 Ekkivnon, TEpHATLONOG

1.4.1 Ekkivnon tou HAektpovikoU YroAoylotr (H/Y) kat
aodalng ovvdeon (log on)

2 2 Emdavela Epyaociag, Etkovidia, PuBpuioslg

2.1 Eludavela epyaciag kat Etkovidia

2.1.1 NMeplypaodr tou okomou tn¢ eMPAVELOG EPYACLOC
(desktop) kot TNG ypapuung epyactwy (task bar).

2.1.2 Avayvwplon cuvnBwv glkovidiwy, OTWE QUTWYV IOV
avamnoplotouv apxeia, pakéAoug/katahdyous, ebapUoYES,
EKTUTIWTEG, HovAadecg Sl0KwV, CUVTOUEVOELG, TOV KASO
avakUKAWONG/OKOUTILOOTEVEKE.

2.1.3 Emloyn Kal HeTakivnon elkoviSiwvy.

2.1.4 Anuoupyia, petovopaocia, petakivnon, dtaypadn
glkovibiou cuvtopevong pocg/amnod tnv entpavela
epyaociag.

2.2 Xprion twv Napabipwv

2.2.1 Avayvwplon Twv dLodpopwv oToLXEIWV EVOC
napaBUpou: ypapuun TitAou, ypappun LEVOU EVIOAWY,
ypapun epyaleiwv r kopdéAa (ribbon), ypapun
kataotaong, paBdot kUALONG.

2.2.2 Avolyua, eAaxLoTomnoinon, eméktaon, enavadopa
KATw, peylotomoinon, aAlayn pey€Bouc, petakivnon,
kAgilowo mapabupou.

2.2.3 EvaAAayr HETAEU aVOLKTWV mapabupwy.

2.3 EpyaAeia kot PuBuiosig

2.3.1 Xpnon dtaBéouwyv Aettoupylwy TnG BonBelag.
2.3.2 NpoBoAn twv Baoikwv mAnpodopLwv Tou
UTTOAOYLOTIKOU CUOTNUATOG: ovopaoia kat €kdoon tou
AELTOUPYLKOU CUCTAMATOC, EYKATECTNUEVN RAM (Uvrun
Tuxalag mpooméAaong).

2.3.3 ANayn twv puBuioswv tng emuibdvelag epyaciag:
nuepounvia & wpa, pubuicelg Evrtaong nXou, EMAOYEG
eudaviong emupavelag epyaciog (pubuioels xpwudtwy,
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dovto enipavelag epyaciog, EMAOYEG MpooTaciag
08ovng), avaiuon oBdvne.

2.3.4 AN\ayn, mpooBnkn kat dtaypadr yAwoaoag
TAnkTpoAoyiou. AAAayn TNG TPOETIAEYUEVNC YAWOOOG
TIAnKTpoAoyiou.

2.3.5 TepuaTIONOG epapuoyng mou Sev avtamokpiveTal.
2.3.6 Eykataotaon, aneykataotacn ebpopuoywyv
(applications).

2.3.7 20vbeon ouokeung (6iokog USB flash, bndlakn
kauepa/digital camera, cuokeun avanapaywyng
noAupéowv/media player) o’ évav unmtoAoyLoth.
AmtooUVSEGN CUCKEUNG XPNOLULOTIOLWVTAG TNV KATAAANAN
Sdladkaoia.

2.3.8 Xpnion tn¢ duvatdtntag tng cUAANYNG (print screen)
OAWV TWV TEPLEXOUEVWV TNG 006vNG, Tou evepyol
napadupou.

3 3 AnotsAéoparta

3.1 Epyacia pe Keipevo

3.1.1 Avolypua, KAsiowo pLag epappoyng enefepyaaoiag
KELWLEVOU. Avolyua, KAE(OLMO apyeiwv.

3.1.2 Eloaywyn KEPévou o’ éva yypado.

3.1.3 Avtiypadn, Hetakivnon Kelpévou o’ éva yypado,
HeTAL eyypadwv. EmikoAAnon plag cUAANY NG 086vng
(screen capture) o’ éva €yypado.

3.1.4 AnoBrikeuon eyypadou LE CUYKEKPLUEVO OVOouQ.

3.2 EKTUnwon

3.2.1 EykOTaoTaOoN, AMEYKOTAOTAON VEOU EKTUTTWTN.
Extinwon Sokipaotikn ogAidag.

3.2.2 OpLOPOC TOU TIPOETUAEYUEVOU EKTUTIWTH OTN AloTta
TWV EYKATECTNUEVWVY EKTUTIWTWV.

3.2.3 Ektunwon apxeiou amnod évav
Kelpevoypado/edpapuoyn enefepyaociag KELUEVOU.
3.2.4 NMpoPBoAn, mpoowptvr Stakomn/mavaon,
enavekkivnon, dltaypadn epyaciog ektuTwong amno to
napaBbupo Slaxeiplong TNG OUPAC EKTUTIWOEWY TOU
EKTUTIWTA.

4 AwaxeipionApxeiwv
4.1 Elcaywyn ota Apxeia kat toug @akéAoug
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4.1.1 Katavonon Tou TPOMOU LE TOV OTIOL0 £val AELTOUPYLKO
oUOTNUA OPYAVWVEL TIG Lovadeg Slokwv, Toug GakEAOUG
KoL Ta apxela og pe Llepapyikn doun. Mlonynon petav
povadwv diokwv, dakéAwv, urtopakéAwy Kal apxeiwv.
4.1.2 NpoPoAn WbLotntwv apxeiov, pakéAouv OMwWG: OVOuQ,
uéyeboc, B€on.

4.1.3 AN\ayn poBoAng ameLlkoviong apxeiwv Kal GakeAwvV
onwc: tithoy/mAakidia (tiles), elkovidia (icons), Aiota (list),
Aentopépeleg (details). 4.1.4 Avayvwplon cuvhBwv
TOnwv/popdotunwy apxelwyv, Onwg: apxela enetepyaaiag
KELLEVOU, UTIOAOYLOTIKWV GUAAWYV, TTAPOUCLACEWY, apXELa
o€ ¢opnTo popdotumno eyypadou (.pdf - portable
document format files), eikévag, nxou, Bivteo,
OUUTILEOMEVA apxela, eKTEAETLUO apXELlaL.

4.1.5 Avolypa apyeiou, pakélou, povadag Siokou.

4.1.6 Avayvwplon KaAWV TPAKTIKWY OVOUAGCLOG apXElwV
Kol GaKEAWV: XprioN OVOUATWYV HE VONUA TToU
SleukoAUvouv TV avakAnon/avalntnon Kal tnv opyavwon
TOUG, SLaTAPNON TWV CWOTWV EMEKTACEWY TOUG.

4.1.7 Anpioupyio GakEAOU KoL TTEPALTEPW UTIOPOKEAWV.
4.1.8 Metovopaocia apyeiou, dpakéAou.

4.1.9 Avalntnon apxeiwv Baon wWblotitwv: oAokAnpo n
UEPOC TOU OVOUATOC XPNOLUOTIOLWVTAG ELGIKOUC
xapaktnpec pnalaviép (wildcards) epdoov xpelaotel,
TIEPLEXOUEVO, NUEPOUNVIO TpOTIOTIOINONC.

4.1.10 NpoBoAn Alotag mpoodata XpnOLULOTIOLNUEVWV
opxeiwv.

4 4.2 Opyavwon Apxeiwv kot QakéAwv

4.2.1 Ertlhoyn evog apxeiou r/kat pakEAOU HEPOVWUEVA R
WC OHASA YELTOVLKWV I} LNYELTOVIKWVY OPXELWV Kal
dakéAwV.

4.2.2 Tagwvounon apxeiwv oe avéouoa, ¢pBivouoa
Taflvounon Kata ovoua, peyebog, TUTIo Kal NUepounvia
Tpomornoinong.

4.2.3 Avtypadn, petakivnon apxeiwv, pakéAwv petafy
dakéAwyv, povadwv Slokwv.

4.2.4 Aaypadn apxeiwv, pakéAwv péow tou Kadou
AvakUKAWONG/ZKkouTLSOTEVEKE Kol emavadopd
SLaypappéEVWY apxelwv Kot pakEAwWV oTnV apxLKi TOUG
Béon.
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4.2.5 Adelaopa Kadou AvakUkAwaong/IKouTild0TEVEKE

4.2 AnoBnkKeuon Kat Zupnison

4.3.1 Avayvwplon Twv KUpLWV TUTIWV CUCKEUWY — LECWV
anoBnkevong Sedopuévwy Onwe: EcwtepkdG OKANPOG
Slokog, e€wtepkog okAnpog diokog, diokog Siktuou, CD,
DVD, Blu-ray, o6nyog USB flash, kapta pvriung, SIKTuakog
(online) xwpog amoBbrikeuong.

4.3.2 T'vwon Twv povadwv LETPNOoNG LeyEBoUG apxeiwy,
dakéAwv, xwpnTkotnTag anobrikeuong 6nwg: KB, MB, GB,
TB.

4.3.3 MNpoPoAr SlaBEcLuou XwPou OE Pl CUOKeLUH/Hovada
anoBnkeuong.

4.3.4 Katavonon tou okomoU cuprieong evog apxelou,
dakélou.

4.3.5 Zupumieon apxeiwv, akéAwv.

4.3.6 Amocuunieon CUUTLECUEVWVY apXEiwV, pakéAwV o€
OUYKEKPLUEVN B€on pag povadag diokou

5 5 Aikta

5.1’Evvoleg AlkTO WV

5.1.1 Katavonon tou 6pou diktuo (network). Neplypadn
TOU okoTtoU evog SIkTuou: Slapolpacpog, mpoofacn
5e60UEVWV KOl CUCKEUWV PE aoPaAEL

5.1.2 Katavonon tou 6pou Awadiktuo (Internet). l'vwon
KUPLWV XPNOEWV Tou Onwc: MNaykooulog lotdg (World Wide
Web - WWW), TnAsedwvia péow Atadiktuou (Voice over
Internet Protocol - VolP), nAektpovikd taxudpopueio
(email), Aettoupyla apecwyv pnvupdatwy (Instant
Messaging - IM).

5.1.3 Katavonon twv 6pwv Evdobiktuo (Intranet), kat
Elkoviko 16wwTtiko Aiktuo (VPN) kat avayvwplon KUpLwv
XPROEWV TOUG.

5.1.4 Katavonon tou 6pou pubuog petadopdg Sedopévwy
(transfer rate) umoAoylopevog oe: bits ava deutepoOlento
(bits per second, bps), kilobits ava deutepoAemnto (kilobits
per second, kbps), megabits ava dsutepoAemnto (megabits
per second, mbps), gigabits ava dsutepodAemnto (gigabits
per second, gbps).

5.1.5 Katavonon twv evvolwv AnYn /katéBacpa amno
(downloading from) kat avéBacua os (uploading to) éva
biktuo
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5.2 Np6cBacn Awktiou

5.2.1 Tvwon twv dtadopwv emiloywv cUVEEoNG 0To
Awadiktuo onwe: Méow TNAEPWVIKAG YPOUUNAG, KLVNTOU
tAedwvou, kKaAwdlakad, acvppata (wi-fi, wi-max),
Sdopudopika.

5.2.2 OpLopOG Kal Katavonon tou 0pou Napoxog
Yninpeowv Atadiktiou (Internet Service Provider - ISP).
Avayvwplon onUovTIKWV {NTNUATWY KATA TV emloyn
ouvbpoung oto Atadiktuo, onmwce: toxutnta Anng (upload
speed) kat kateBaouartog (download speed) kat
TOO0OTWOELS (quota), KooTog.

5.2.3 Avayvwplon Kotaotacng aclppatou SIktuou:
TipooTateUpEVO/ e KwbIKO aodpaleiag, eEAeUBepo/avolKTO
5.2.4 30vbeon og aclppato Siktuo (wireless network).

6 6 AodpaAela kat Eveia

6.1 Npootaocio AsSOHEVWV KAl ZUCKEUWV

6.1.1 Avayvwplon KoAwv TOALTIKWY Slaxeiplong KwdIKwv
npooBaong OMwG: Un Kowvomoinon tou Kwdikou
npooBaong Kol TOKTIKA aAAayn Tou, Xpron Kwdlkou
npooBaong pe tkavo peyebog/mAnboc Yndilwv, emapkng
OVAUELEN YPOUUATWY KoL aplOpwy.

6.1.2 Katavonon tou 6pou Teixog MNpootaociag (firewall)
KoL TtepLypadr) Tou GKOToU Tou.

6.1.3 Katavonong tou okomoU TG TAKTIKNAS Snuioupyiag
avtypadwv aocdaleiag (backup) oe pa anopakpuopévn
TiEPLOXN (EKTOC TOU XWPOU OTIOU UTIAPXOUV Ta OPXLKA
opxeia).

6.1.4 Katavonon tng onuaciog Tng TAKTKAG EVAUEPWONC
TIPOYPOUUATWV/EDAPUOYWY, OTIWE: aVTUKWVY (anti-virus),
edpappoywv (application), Aettoupyikol cUGTHHATOC.

6.2 KakopBoulo Noylopko (Malware)

6.2.1 Katavonon tou 6pou KakoBouAo AOYLOULKO
(malware). Avayvwplon cuviBwv Tunwv kakdéBoulou
AOYLOULIKOU, OTIWG: LOG (virus), okouAikL (worm), AoUpeLog
Imnog (Trojan), Aoylouikd mapakoAouOnong (spyware).
6.2.2 Enilyvwon tou nwg pmopet éva KakoBouAo AOyLoOULKO
va LOAUVEL €vav UTTIOAOYLOTA 1 L0 CUCKEUT).

6.2.3 Xprion avtukng ebapuoyng yla tTn odapwaon (scan)
€VOG UTtoAoyLoTH).
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6.3 Yyeia kat OwkoAoyikr) Xprion TNE (Green IT)

6.3.1 Avayvwplon tponwv e€acdaiiong tng evetiag evog
XPOTN UTIOAOYLOTH 1) CUOKEUNG KATA TN XProN TOU OMWG:
va KAvel ouxva StaAsippata, Statripnon Katd@AAnAou
dWTLoPOoL Kal CWOTA ¢ 0TACNG CWATOC.

6.3.2 'vwon Twv emloywv Kot pubuioewv e€oltkovounong
EVEPYELAG EVOG UTTOAOYLOTA ) LG CUOKEUNG: AUTOUATO
KAglolO, autopatn avaoTtoAn Asttoupyiag, Lelwaon
dwtiopou (backlight), Aettoupyia sleep.

6.3.3 'vwon tn¢ duvatotntag avakUKAWGCNG UTTOAOYLOTWY,
OUCKEUWV, UTTATOPLWY, LEAAVOSOXELWV EKTUTIWTWY KoL
Xaptou.

6.3.4 Avayvwplon SLoB£opwyv emAoywy yla thv evioxuon
NG MPOCRACLUOTNTAC OTIWG: AOYLOUIKO OVayVWPLONG
dwvnc (voice recognition), avayvwotng 00ovng (screen
reader), uey€buvon o0Bdévng (screen magnifier), anewkovion
mAnktpoAoyiou otnv 086vn (onscreen keyboard), ugnAn
avtiBeon (high contrast).

7 Avayvwplon ot ot TNE (MAnpodopieg kat Texvoloyia
Ermkowvwviwv) pmopei va umootnpiel kat va mpowBnoeL
ouvepyaoia oto Stadiktuo cuvepyaoia.

1.1.2 NpoodLopioel TOUC KUPLOUC TUTIOUG UTINPECLWY
urootnpLen ¢ SladLkTuakng ocuvepyaoiag

onwc: cloud computing, kvnto texvoloyia. Npoodlopioet
Ta KUpLa £i6n epyaleiwv mou unootnpilouv Sladiktuaka
ouvepyaoia OMwC: KOWEG ePpapUOYEC TTAPOYWYLKOTNTAC,
KOWWVIKEG HETA EVNUEPWONC, SLASIKTUOKA NUEPOAOYLA,
SladikTuaKEG ouvavtnoelg, Stadiktuakn pabnon

nieptBaiiovra.
8 MIDTERM EXAM
UCERT Demo Test 1 & 2
9 Online Calendars

Share a calendar. Molpaoteite éva nuepoAdylo. Xopriynon
adela mpoPoAng, emefepyaoiag Evog KOLvOXpnoTou
HuepoAoyiou.

3.2.2 Eudavion, amokpuin Kovoxpnotwy nUePoAoyiwv.
3.2.3 Xprion €vog KoWoOXpnoToU NUEPOAGYLOU yLa
dnuoupyia evog yeyovotog (Event), n
enavalappavouevou yeyovog (Event).
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3.2.4 Opiote pia uttevBL ULON yLa €va cupPav.
UCERT Demo Test3 & 4

3.4 Online meetings

Avolyua, kKAgioto SLadIKTUOKC oUVAVTNONG
gpapuoyn. AnuLoupynaoTte uLa ocuvavtnon:
wpa, nuepounvia, Geua. AKUPWOTE TO
ouvavtnon.

3.4.2 NpookAnon, katapynon npookAnNcnG CUUUETEXOVTWY,
o€t Sikatwuata npocBaonc.

3.4.3 Evapén, tTepuatIoOUOC ouvavtnong
UCERT Demo Test 5

10

Mobile Collaboration:

Mpooblopilote TOUG TUTOUG KIVNTWV GUCKEUWV

onwg: smartphone, tablet.

4.1.2 Katavonon OTL oL KIVNTEG CUOKEUVEC XPNOLLOTIOLNOTE
Aeltoupykod cuotnua. Avayvwpioet

Kowvwv AELTOUPYIKWY CUOTNUATWYV YLO KIVNTEG CUOKEVEC.
4.1.3 Katavonon tou 6pou Bluetooth kat tn xprion tou.
4.1.4 Katavonon tng cuvdeong oto dtadiktuo SlabEatpeg
ETUAOYEG yLaL KLVNTA CUOKEVEG: aocUppatn (WLAN), dopntn
internet (3G, 4G,5G).

4.1.5 Katavonon tng aopaAelag KAsLSLwy {ntripata yLo
KLVNTEC OUOKEVEC OwG: Xprion PIN, avtiypado aocdaleiog
TIEPLEXOUEVOU,

11

Data Protection:

Katavornote Tov 0po amoppnTo Kol TOV OXETLKO
Sikawwpata. Na yvwpilete 0tL To andppnto dev eivat
amoAUTo Sikailwpa Kat AAAO SIKaLWUATA UTTOPEL va €XOUV
T(POTEPALOTNTAL.

Oplote Tov 6po poowrikd dedopéva.

Katavonon tou opou enetepyacio Sedopévwy.

Aldkplon HETAEY QUTOUOTOTIOLNUEVWY KAL LN QUTOUOTWY
bebouévwy enetepyaocia.

Remote Work

Katavonon tou 6pou amopaKkpuouEéVn pyaoia,
SlapopeTikd poviéAa TnAepyaciag Kal ta opEAN Kal
TIPOKANCELG TNG €€ ATIOOTACEWC EPYACiag yLa KOWWVIEG,
0pPYOVLOHOUG Kal epyaldpevouc. ® Katavorote tn onuacia
NG autodlaxeiplong kat TnG opadIkAG epyaciag o
anouakpuopéva epLBailovta epyaciag, Omwe Kabwg Kat

10
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TIC BaoIKES SEELOTNTEG YLO VA ELCOIL ATIOTEAECUATIKOG OTAV
epyalecal avefdptnta Kal o€ opada.
¢ Avayvwpiote ta KUpla {ntripata puBULONG KATA TNV
€vapén TG AMOUaKPUCOUEVNG EPyOOLaC, OTIWCE N UYELa KoL
QTMALTAOELG AOPANELAG, TEXVIKEC KL A0DAAELQL.
e Mpoodloplote TOUG KUPLOUG TUTIOUG EPYAAEiwY TTOU
unootnpilouv TNV AMOUOKPUOUEVN Epyacia Kot Ta Bactkd
{NTAMATA YL TN XPr1ON TOUG QMTOTEAECUATIKA

12 KYBEPNHTIKEX YMHPEZIEX
2. GOV.CY
Anuoupyia Adoyaplacpol otnv KuBepvntikn MUAn Gov.cy.
Tpomnol tavtonoinong.
Eyypadn otig HAektpovikEG YIinpeaieq.
Ene€riynon HAektpovikwy Yinpeowwv.
3. Xopnyieg, Emudopata kot Mpoodog Artnudatwyv
Ix€61a Xopnywwv Yroupyeiou Evépyelag, Eumopiou kat
Blopnyaviag.
Enidopa Tékvou.
Enibopa AcBeveiag.
Attnon EEE.
Attnon ywa Avepylako Enidopa

13 KYBEPNHTIKEX YMHPEXIEX
4. Epyaoia, Kowvwvikég Aodpalioeig kan Zuvtaglodotnon
Eyypadn epyodotoupévwy oto Tuotnuo EPTANH.
NAnpwun Elodpopwv Kowvwvikwv Acdalicewv yla
€PYOS0TOUEVOUG KL AUTOEPYOSOTOU LEVOUCG,.
YrioAoylopog mooou BeopoBetnuévng ouvtaéng, K.T.A.
Kataotaon Aodalilotikol Aoyaplocpou.
5. ' ko Katowkia — KtnpatoAdylo
6. Meviko Zuotnua Yysiag — MezyY
7. ®opoloyika

14. EmavaAnyn yia Final Exam

MeBobdoAoyia AlaAé€elg, uBpLokn didaokaAla, Mapouoldoels, Epyaocieg (opadikeg iy /kat
Aldaokaliag atoutkég), Npaktiki E€doknon, Evoiapeon E¢Etaon, TeAwkn EEETaon
BiBALoypadia KYPIO AIAAKTIKO BIBAIO

Title:

Avantuée tic N'vwoelc oou otnv MAnpodopLkn

Author(s): TaBpwA FafpnA
Publisher: General Education Resource Publisher

Edition:

11
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Year: 2017
ISBN: 978-9963-2838-3-5

ENINPOZOETH BIBAIOTPADIA

TitAog: Avamntuée Ti¢ yvwoelg oou otnv MAnpodopikn (1), Baokég évvoleg,
Windows, Word
Ex66tng: UCERT Cyprus

Tithog: Xprion H/Y kat Alaxeipion Apxeiwv — computer essentials
Juyypadeag: Npodpoun, A. & HAla, M.

Tithog: Ta oAokAnpwpéva BLBAla Sitdaokaliag ECDL: Baoikd HAektpovikoU
YroAoylotr) — Baotka Atadiktoou

JuyypadEag: Xpriotou, Xprnotog

Ex66tng: eduCYBER

Hu.€x6.:2022

ISBN: 978-9925-7466-0-6

ICDL e-book

AfloAoynon

Assessment method and weight:

40% continuous assessment coursework

60% final examination

Passing mark: 50%

Course Work continuous assessment consists of: Tests, assignments,
individual or group project, mid-term exams and / or other tests, The
average of the scores is the continuous assessment score.

The final examination is carried out at the end of the semester and the type
of the final exam depends on the module.

Mwooa

EAANVIKA

12
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Tithog Mabnpatog

Elocaywyn oto MApKeTIVYK

Kw&ikog SEC 110
MaBnuatog

TUMOG HaBruatog | YIOXPEWTIKO
Eninedo MoTOMOoLNTIKO
‘Etog / E€aunvo 1° Xpovo, B E€aunvo
dottnong

Ovopua Albackovta

ECTS 3 Alalégelg / 2 Epyaotrpla / -
eBdopada eBdopada
Stox0L MaBAHOTOC To HABNUA AUTO OXESLAOTNKE YL VAL SLEPEUVICEL TIG ITUXEG TOU UAPKETIVYK
OL OTIOLEG Elval AMOPALTNTEG YLA TNV EMITUXNUEVN €l0080 OTNV ayopa.
‘Eudaon Sivetal emiong, otnv avaAuon Twv eEWTEPLIKWY TTAPAYOVIWVY TOU
ETUXELPNUATIKOU TEPLBAAAOVTOG TTOU EMNPEATIOUV TIG AMODACELG KAl
OTPATNYLKEG LAPKETIVYK KOABWG KAl 0TNV KATaAvonon Tou MEAATN KaL TNG
oL UTEPLPOPAG TOU YLa TTAPOXH TIPOIOVIWY KOL UTINPECLWV.
MaBnatoKd ° Katav’or']oouv TL elval to Mdpketivyk kat tn Stadikacia tng epmoplag
AnoteAéopata kat twAnon
e Na aflohoyrioouv ToV TPOTO UAPKETLVYK TToU Bat GUUBAAAEL TNV
emtuyia tng emxeipnong
e Na eival og B€on va KOATOVONCOUV KoL AVOITTUEOUV TIG OLPXEG TOU
HUOPKETIVYK
e Na avamntuéouv tig eukalpieg kot SladopEC OTPATNYLKEG LAPKETIVYK
e Na avarntuéouv tig SuvaToOTNTEC yLa ETILTUXNUEVN AEtToupyla o€
eninedo mapoxng umnnpectwyv oA Kol TWANCNG TPOIOVTWV.
¢ Na katavorjoouv T Baotkég Evvoleg tng Edodiaotikig/Logistics
KOlL TNV EVOUVAHWON TWV §paoTNPLOTATWY TNG
Edodiactikig/Logistics
e Na yvwpioouv tig LEANOVTLKEG TTPOKANOELG KOWL EUKALPLEG OTNV
Edodiactikry/Logistics
Mpoarmattolpeva Kavéva ZuvamaLltou Leva

13
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Meplexopuevo
MaBnuatog

EBSopadeg

AvaAutikn) UAn

1

TL elval MApKETVYK?

H onuaoia Tou BApKETLVYK

H €vvola Tou LAPKETLVYK Kal n €€EALEN TOU
MepBAANOV TOU LAPKETLVYK

H évvola tng Ayopadg
TUTOL KOl CUUTIEPLPOPEG QYOPWV
H Alebvng ayopd kal n maykoopLonoinon

Tunuatomnoinon Tng ayopag
OdéAn amod TN TunUaTonoinon Kot S1adopeC OTPATNYIKEG
TUnuatonoinong

H ouurmnepldpopd Tou KATAVOAWTH KoL TTAPAYOVTEG TIOU TNV
ennpPealouV ITPATNYIKEG LAPKETLVYK YLO LKOVOTIOINON TWV
KATOVOAWTWY

H épeuva ayopag Kal oL oTOXOoL TNG

JuvOnKeg ayopag

MéBodol €épeuvag ayopac-NpwTtoyevn ¢ Kol AEUTEPOYEVHG
€peuva

O kUKAOG {wn ¢ Tou MPOIOVTOC

Avarmrtuén VEwV MPOIOVTWYV KoL OTPATNYIKEG
To eumopLKO o KoL n onuaocia tng
Tumnomnoinon kal cuokeuaoia MPoioVTOog

Evélapeon E€€taon

Awavopr mpoiovtog Kol SIKTuo MwANCEWY
Ermthoyn Siktou Slavoung

JTPATNYLKEG KL TIOALTIKEG TILOAOYNONG
MpoodLoplopdg ApLOTNG TLUAG

Ertikowvwviokr moALtkn
Awadnuion, Mpowbnon MWARCEWV Kal SNUOCLEG OXECELG

10

MApPKETLVYK UTINPECLWV

ZTPATNYLKEG LAPKETIVYK YLOL ETILXELPNOELG
Mapoxn UTtNPECLWV

E€unnpétnon napandévwy nedatwv

11

Texvikég avaluonc- SWOT analysis

O Ztpatnytkog 2xedlaouog (Marketing Plan),
‘Evvola, onuooia Kal avamtuén evog ZTpatnyLlkou
Yxeblaopou

12

HOwn kot MApKeTIVYK
TPOMOL AVTIHETWIILONG KAl ETHAUGNG NOIKWY EPWTNUATWY

14
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Emixelpnuatikn nOWKn w¢ oTpaTnyLKOC TApAYyOoVTaS ETLTUXLOG

13 Baoweg £vvoleg tnG Edpodiactikng/Logistics

Ztoxol Ko Baotkég Asttoupyieg tng Edpodiaotikrg/Logistics
Elogpxopevn kat E§epxopevn edpodiaotikn (Inbound ko
Outbound Logistics)

MeAAOVTIKEG MPOKANCELG KOl EUKOLPLEG OTNV
Edodiactiki/Logistics

14 ErmavaAnyn yo TeAkég e€eTAOELG
MeBoboloyia AlaAé€elg, uBpLdkn didacokalla, Mapouolaoelg, Epyaocieg (opadikeég iy /kat
Aldaokaliag aTOMIKEC), Evélapeon E€€taon, TeAkn E¢ETaon
BBALoypadin Anattovpevn BipAoypadia

1. TitAog: ApXEC LAPKETLVYK
Juyypadeag (gig): John Fahy, David Jobber / pet.: BapBapa MuAwvn, Hpw
NwoAdou
Ek60tNnG: Kpttikn

‘Exboon: 1" €k6.

Xpovia: 2014
ISBN13: 978-960-218-929-0

2. Tithog: 20yxpovo marketing
Juyypadéag (gig): Navaywwtng KupltaldémouAog, Ewprivn Zapoavtd
Ex60tng: Mmnévou E.
Xpovia: 2019
ISBN13: 978-960-359-152-8
Erunpoo0etn BiAoypadia

1. TitAog: Principles of marketing
Juyypadéag (gig): Philip Kotler, Gary Armstrong
Exk80tNG: Pearson

‘EkSoon: 16 ed.

Xpovid: 2016
ISBN13: 978-129-209-248-5
2. TitAog: H pdxn yla tv Pnolakn ayopd: n oTpATNyLKA KoL Ta epyaleia
Tou PndpLakol LAPKETIVYK
Juyypadéag (gig): Nwpyog MeTkAKNG
Exk66tng: Ecomtpov
Xpovia: 2021
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ISBN13: 978-618-557-901-2
3. TitAog: Mdapketivyk: mephappavel kal digital pdpketivyk: n eAAnVIKn
TPOKTLKN TIPOCEYYLON
Juyypadeag (gig): Kwvotavtivog M. Tlwptlakng, Alan Charlesworth
Ex66tNng: Rosili
Xpovia: 2020
ISBN-13:978-618-5131-73-9
4. TitAog: ApXEG TOU HLAPKETLVYK
Juyypadeag (gig): Philip Kotler, pet.: Avépéag Zokodrnuog
Ex60tng: KAelbaplBuocg
Xpovia: 2001
ISBN13: 978-960-209-468-6
5. TitAog: Edodlaotikn AAuoida, Logisitcs & E¢unnpétnon MNeAatwv
Zuyypadéag: Newpyltog MaAwdpetog
Ek86tnG: SYNAEZMOZ EAAHNIKQN AKAAHMAIKQON  BIBAIOOHKQN
EBvikd MetooBlo MoAuteyveio

‘Etoc €k6.: 2015
ISBN: 978-960-603-486-2

A&loAbynon

Assessment method and weight:

40% continuous assessment coursework

60% final examination

Passing mark: 50%

Course Work continuous assessment consists of: Tests, assignments,
individual or group project, mid-term exams and / or other tests, The
average of the scores is the continuous assessment score.

The final examination is carried out at the end of the semester and the type
of the final exam depends on the module.

Mwooa

EAANVIKA
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Tithog Mabnpatog

Elcaywyn otig Emuyelpnosig

Kw&ikog SEC 111
MaBnuatog

TUMOG HaBruatog | YIOXPEWTIKO
Eninedo MoTOMOoLNTIKO
‘Etog / E€aunvo 1° Xpovo, B E€aunvo
doitnong

Ovoua Albackovta

ECTS

Alalégelg / 2 Epyaotrpla / -
eBdopada eBdopada

Jtoxol Mabnuoatog

2T0X0C

Tou pabnpuartog sivat va 800el éudaon otnv avfavouevn onuaoia

TWV aAAOYWV TOU ETUXELPNHUATIKOU TTEPLBAAAOVTOC TTAYKOOUIWG, TWV

XOPOKT
ETUXELP

NPELOTLKWV TNG ayopas Kol TwV TPOoRANUATWY TTOU avTLeTwilouv oL
NUOTIEG KOLL OL ETILXELPAOELG YEVLKOTEPAQL.

Mabnolaka
AnoteAéopata

Na eival og B€on va KATavornoouV Tov pOAO TWV ETIXELPHOEWVY KoL
TLC TTPOKANOELG TNE AyopPAC.

No avaAUOUV TO ETLXELPNUATLKO TIEPLBAAAOV.

Na gival og B€on va dlayelpilovtal TIC ETUXELPNMOTLKEG
SpaotnplotnTeg.

Na avayvwpilouv va LKAVOTIOLoUV TIG OVAYKEC KAl TIG ETOUUIESG TwV
TEEAQTWV.

No eEMSEIKVUOUV IKOVOTNTO XELPLOMOU BEUATWY IOV oXeTI{ovVTal PE
TLC ETUXELPAOELG, TN SLaXELPLON, TO LAPKETLVYK

Mpoarmnattolpeva

Kavéva

JUVOTOLTOUEVA
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MeplexOuevo
Mabnpatog

EBSopadeg

Ma6Bnolakd AntoteAéopata Kat Neplexopevo Madnpatog

1-2

Tu eivau Emixeipnon; Etoaywyn otig Emyelpnoelg, to
Emixelpnuatikd ZUOTN IO OMOTEAELTOL ATTO: EUMOPLO —
npoodopad, INTnon Kat ayopd, avlpwrivo Suvaplko
(avBpwmol, epyalopevol), opyavwaon — dour, otoxol,
OTPATNYLKEG KoL TIOALTLKEG, OL TECCEPLG TTAPAY WYLKOL
TIAPAYOVTEG (ITOPOL) TTOU XPNOLUOTIOLEL JLa ETALPEL YLO VO
napayel ayaba kal unnpeoiec: M'n, Epyacia, KedpaAato,
Erxeipnon., MpooavatoAlopog otnv ayopd, Auvatotnteg,
Anuoupyia Aflag yla Meldteg, Opapa ayopag, AmooTtoAn,
OTOXOL KOl OTPATNYLKEC.

H E€EALEN Twv Emuxelpioswv. H Blopnyavikn Emavaotaon
— Néeg Eukalpieg, Zntpata kat AAayEG yia tnv EEEALEN
Twv Emxelproswy, And tnv avtaAAayr oto Xprila Kal To
kedaAalo, Tunuatomnoinon tng ayopdg, MpoodLoplopog
TUNUATWVY ayopdc.

AP nOkwv anopAacewv Kat SLoXeipLon LG KOLVWVLKA
unevBuvng emxeipnong Katavonon tng Emyepnuatikig
HOwn¢ ,Mwg oL Opyaviopoi emnpealouv tv NOKA
ocuunepldpopa, Alaxeiplon pag Kowwvikd YreuBuvng
Erueipnong, EuBlveg mpog ta evéladepoueva Lépn,
Taoelg Asovtoloyiag kat Etatpikig Kowwvikng EuBuvng

Awoiknon ko Hyeola otoug onpepvoug opyaviopoug O
PAAo¢ tn¢ Aoiknong; Zxedloopog;Opyavwaon,
KaBobrynon, EAeyxog; AleuBuvtikoi poAoL; AlolknTikad
npooovta, Taoelg otn Aloiknon kat tnv Hyeola

Kivntpa Epyalopévwv

MNpwipec Bewpleg KVATPWV

OL MeA€teg Tou Hawthorne

H lepapyia Twv Avaykwv tou Maslow

OL Oswpleg X kat Y Tou McGregor
Oewpla KIVATPWV-UYLELVAC Tou Herzberg
JUyXPOVEC amoOPEeLC yLa Ta KivnTpa

Ao tn Bewpla KIVATPWV oTNV EPappoyn
Taoelg oto Kivntpa Twv epyalopévwy
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Evilapeon E€€taon

Hyeoia, emppor) KoL EMKOVWVLA 0TV EMLXELPNON,
XopaKTnpLoTika Kat de€Lotnteg nyeoiag, Mpoowrika
XOPAKTNPLOTIKA, AleuBuvTikég §€LOTNTEC, ITUA nyeoiag:
JuvaAAaKTIKA NYEoLa KAl LETAOXNUATLOTIKY nyeoia, AANAoL
TUToL nyeoiag: O6nyieg, YMOOTNPIKTIKES, ZUMUETOXLKEG,
MpooavatoAlopéveg ota emitevypata, Emwowwvia, Miypa
MpowBnong, Mpowbnon MWANCEWV, TTPOCWTTILKEC
TIWANOELG, ZTPATNYLKEG SNUOCLWV OXECEWV

Awaxeipion AvBpwriivou AuvapikoU: AtoKTnon Kot
avamntuén 6e€LoTNTwV Kal LKOVOTATWY TwV €pYaloUEVWY,
TIEVTE OUVIOTWOEC TOU OUOTHUATOC avBpwrtivou
SuvaptkoU: mpocAnyn kot emloyn, eknaideuvon Kat
avarmntuén, aflohoynon anodoong kat avatpododotnaon,
ApolBéc kat Napoyeg kat Epyaclakéc 2xéoelg

10

IxedLoopog OpyavwTIKWY AOHWV

Kataokeur OpyavwTikwyv Aopwv

JUYXPOVEG AOUEC

Xprion opddwv yLa evioxucon Tou KWVNTPOU KoL TNG
anodoong

E€ovoia—Anuloupyia OpyavwTikwy IXECEWV
BaBuog Zuykevtpwtlopou

Oewpnoelg Opyavwtikou Ixedlaouol

H Atunn Opydvwon

Taoelg otnv OpyavwTtiki Aopn

11

Texvoloyia MAnpodoptkAg Kot NAEKTPOVLKO EUMOPLO:
Awaxeiplon mMAnpodopLwy, yvwaong Kol EMLXELPNUOTIKWY
ox€oewv, MANPodopLKr), yvwaon Kal nyeaia mpog To MANpPEG
TAEOVEKTN A, cuoTtnua MIS — Zuotnua yvwong,
HAeKTPOVIKO gumoplo, Aladiktuo, Zuvexng Habnon yia tig
ayopég, Epeuva HApKeTWVYK, H TpokAnaon tou Aladiktuou,
aufavopuevn xprnon Kat avnouvyio www, Internet, intranets,
extranets

12

MNoAvueBvikég ko To Maykoopo Meptpaiiov
Emxeipnoswy, MoAuebvikeéc Etatpeieg (MNCs), To
MNaykoopto NeptBariov, MoAuebvikég Auvapelg: PESTEL:
MoALtiko, OlKoVoULKO, KowvwVviko, TEXVOAOYIKO,
MNeptBaAlovtikd, NopKo.

13

MNapouoLaocelg
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| 14 \ ErmavaAndn ya tig TeAkég E€etdoelg |
MeBobdoloyia AlaAé€elg, uBpLdkn didaokalla, Mapouoldoels, Epyaocieg (opadikeg i /kal
AldaokaAiag QTOMLKEC), EvBlapeon EE€Etaon, TeAkn EEEtaon
BiBNioypadia Anastoﬁuevo BiBAio: ’ ’ , '
Anpntplog¢ Mmoupavtag (2015) Mavatluevt Ekbooelg Mmnévou
ISBN 9789603591177
Erunpoo0etn BiBAoypadia
Mavtlapng Navvng (2003)Zuyxpovn opyavwaon Kal SLoiknon mXELpCEwWY,
Exb0o0elg MKloupdag
Tlwptlakng, K, TCwptlakn, A (1999) Opydvwon kat Aloiknon, Ekd60eLg
Rosili XoAéBag A (2004) Apxeg Opyavwaong kot Atoiknong, Ek600oeLg
Interbooks
Zévn BiBAloypadia
Michael A, Hitt, Stewart,Black, Lyman W.,Porter (2008) Management,
Pearson Education (US)
Gary,Dessler (2003) Management, Pearson Education (US)
Stephen P.,Robbins, Mary,Coulter (2007) Management, Pearson Education
(US)
A . Assessment method and weight:
&loAoynon i
40% continuous assessment coursework
60% final examination
Passing mark: 50%
Course Work continuous assessment consists of: Tests, assignments,
individual or group project, mid-term exams and / or other tests, The
average of the scores is the continuous assessment score.
The final examination is carried out at the end of the semester and the type
of the final exam depends on the module.
NMwooa EAAnvika
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Wl
- &

TitAo¢ MaBnpatog

Eunnpétnon kat WuxoAoyia tou meAdtn

Kw&ikog SEC 112
MaBnuatog

TUMOG HaBruatog | YIOXPEWTIKO
Eninedo MoTOMOoLNTIKO

‘Etog / E€aunvo 1° Xpovo, B E€aunvo
doitnong

Ovopua Albackovta

Evavbia Mamnayplotodpopou

ECTS

4 Alalégelg / 2 Epyaotrpla /
eBdopada eBdopada
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Jtoxol Mabniuoatog

H ocuunepidpopd tou meAdtn anoteAel éva ano ta Bactkotepa Kol
oUVOETA {NTAMATA OTO HAPKETIVYK KOLL YEVIKOTEPQ OTNV
enmyelpnuatikotnTa. Nvwpilovrag tn cupnepidpopa kat tnv PuxoAoyia Tou
neAatn oag, pnopeite va avtlAndOeite nwg AapBAvel TLG AYOPACTIKEG TOU
anopACELG, TTOLOL TAPAYOVTEG TLG EMNPEAIOUV Kol WG AELTOUPYEL HETA
™V ayopd. To yvwolako nedio tng cupnepLtpopds Tou KATAVUAWTH
ayyilel Oswpia KoL TPAKTIKEG OO TO LAPKETLVYK, TNV Yuxoloyia, Ta
OLKOVOLKQ, TN OTATLOTLKNA, TNV KOWWVLIOAoyia Kot Tt HEAETN TNG
oUMNEPLPOPAG ATOUWV KoL OUASWV.

Avetaptnta anod to péyebog tng emixeipnong kat to €idog tou mpoidvrog/
UTINPECLOC IOV AUTH TIPOCDEPEL, OL TIEAATEG TNG MPETIEL VAL EEPOUV OTL TOUG
eMLPUAAOOETAL pLa EEALPETIKN HETAXEIPLON, OXL LOVO WC TIPOC TNV oLOTNTA
TOU MPOTOVTOC, AAAA Kol WG TPOG Tov oefacpd otov KatavaAwTth. Movov
€ToL n enxeipnon Ba €xeL to mpoBadiopa oTig MwANCEeLS, kepSilovtag kot
Staodpalilovtag onpavtikd HePiSLo otnv ayopd mou ansuBuvetat. Autod
amnattel pla prrocodia mou va Stamepva OAn TV EMLXELPNON, KLA ETOLPLKNA
KOUATOU PO TTIOU VOL OTOXEVEL TTAVTA KOL VOL EUPEVEL OTN SLATAPNON LA
agoyng e€unnpetnong. OL eTikedpaAng TNG eMLXEipnong emwpilovrtal Tn
Slopopdwon pLag TEtoLlag KoUAtoupag Kot ppovtilouv yla Tn cwoth
Slaxuon tng ota oteAEXn. ALOTL N Pppovtida Tou TeAATN EXEL AUECO
avtiktumo otnv kepdodopia kat otn pokpoBLoTnTa TNG EMXEIPNONG AAAQ
KOLL OTNV LKAVOTIOINGN ToU avBpwriivou SuVapLKoU tng.

MaBnolaka
AnoteAéopata

e Ta 6ebopéva, Ta od£AN amnod tnv adooiwaon Kal cefacpd otov
TLEAATN

o EfakplBwote TL BEAOUV oL TEAdTEG 0OG

e Avdaluonc kat epappoyn twv «4 P» (Product, Price, Place,
Promotion)

e avadelfn Kal AVTILETWIILON TIAPATIOVWV TWV MEAATWY O,

e Honuaoia tng nyeoiag otnv e€unmnpétnon Kal Lkavomoinon Tou
avBpwrivou Suvapikol

e Yuxoloyia tou meAdtn Kot N cnpacia tng

Mpoarmnattolpeva

Kavéva ZUVOTTOLTOUEVAL

Meplexouevo
MaBrpatog

EBSopadeg AvalAutikn UAn

1-2 Mati n e€unnpétnon éxeL onuaoia; To dedopéva, Ta oPEAN
amno tnv adoociwaon
To XOpAKTNPLOTIKA TNC EMITUXLOG
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H onuacia tng nyeoiag otnv efumnpétnon — TOLOTIKN
nyveoia, tL eival nyeoia;, evioxUovtog TI( NYETIKEG OOC
KaVOTNTEG, OHadIKn) Epyaoia, To Opapa eEumnPETNONG TOU
meAdaTn.

3-4 WuyxoAoyia tou meAdatn:

e Tati avalnta éva npoidv/pa unnpeocia;

e MNwg anodaoilel yia tnv ayopa tou;

e Me nowa péBodo to ayopalet;

e Nwg, 0€ TL TOCATNTECG, TOCO CUXVA KOl yLOL TTOCO
SLaotnua To KATVaAWVEL/XPNOLLOTIOLEL;

e Nwg to aloAoyel HETA TNV ayopa TOv;

5-6 Eotldote otoug meAdteg oag — n aAuoida eEUTNPETNONG
Tou TteAdTn, e€akplPwate TL BEAOUV oL TEAATEG 0O,
dnuoupywvtag KAlpa e€umtnpétnong

ErmavaAnyn yia evéilapeon e¢€taon

7 EvSilapeon E¢€taon
8-9 Nwg o meAdtng Blwvel tn ox€on Tou pall pog — Staxeiplon
NG EUMEeLpiag Tou eAatn — Ta «4 M».
10 O£TOVTaG KAl LETPWVTAC TPOTUTIA EEUTINPETNONG
11 Alomolwvtag ta apdnova. — avadelEn mapanmovwy Twv

TIEAQTWV 00C, AVTLUETWTILON TTAPATIOVWY UE BETIKOTNTA,
Slaxeiplon mapanovwy

12 -13 Eviaia kouAtoUpa tng eTalpeiag — Ta XUPAKTNPLOTIKA ULOG
auBevTikn ¢ eTalpeiag e€umnpetnong, mpocAnyn Kat
nipoaywyn, Se6opéva Kot EpEuva, LETPWVTAC Kal
afloloywvtag tnv anodoon.

MapoucLACELG

14 ErmtavaAnyn yia teAkég e€TAOELG

MeBobdoAoyia
AbaokaAiog

AlaAé€elg, uBpLdkn didaokalia, Mapouolaoelg, Epyaocieg (opadikeég iy /kat
aToULKEC), Evoldpueon E€€taon, TeAkn EEEtaon

BiBAloypadia

Anattoupevo BifAio

TitAog: Yrodelypatikn EEumtnpétnon MeAatwyv
Juyypadéag: Mpwtomnamaddkng lwavvng N.
Ek6OTNG: ZTapoUANG

‘Etog €k6.: 2015

ISBN: 9789603519867

A&loAoynon

Assessment method and weight:
40% continuous assessment coursework

23



A D®OPEAZ AIAZOAAIZHE KAI NIZTOMOIHEZHE THE NOIOTHTAZ THEZ ANQTEPHE EKMAIAEYZHE
CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// @NQa.

60% final examination

Passing mark: 50%

Course Work continuous assessment consists of: Tests, assignments,
individual or group project, mid-term exams and / or other tests, The
average of the scores is the continuous assessment score.

The final examination is carried out at the end of the semester and the type
of the final exam depends on the module.

NMwooa EAAnvika
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ANNEX 4
SECRETARIAL STUDIES
SEC103 OFFICE ORGANISATION
COURSE OUTLINE (SAMPLE)
SEMESTER:

Faculty Member’s Details:

Name:

Office Hours:
Email:

Web Site:

Course Description

This course deals with the role and responsibilities of secretaries, as well as the systems, methods
and equipment they use in the performance of their duties. The correct organization of the office
has to do mainly with how one works, but also with where one works. The office, as a physical
place where most tasks are performed, is a "starting point" for making successful decisions. The
efficiency of these tasks is directly related to the organization of the office.

Learning Outcomes
By the end of the course, students will be able to:

e To prepare business executives in the field of secretarial duties

e To develop the necessary skills of proper communication in their work environment,

e To understand the importance of proper time management that will lead to the
achievement of their goals

e To train secretaries who will respond effectively to the demands of modern business

e To respond to the growing needs of businesses, adapting the courses appropriately, so
that they meet the demands of the labor market

Prerequisites: None or Consent of Instructor

Type of Course: Compulsory for Certificate in Secretarial Studies
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Teaching Methods: Lectures, blended teaching, flipped learning presentations, articles
discussion, independent and private study, preparation of projects, fieldwork and group work.
Preparation for mid-term and final examinations

Course Teaching Hours: 42 hours a semester. The course is delivered during a 14 -week semester.

Assessment method and weight:

40% continuous assessment coursework
60% final examination

Passing mark: 50%

Course Work continuous assessment consists of: Tests, assignments, individual or group
project, mid-term exams and / or other tests, The average of the scores is the continuous
assessment score.

The final examination is carried out at the end of the semester and the type of the final exam
depends on the module.

Continuous Assessment Breakdown for SEC 103

Class Participation: 5%
Mid - Term: 20%

Assignment: 15%

Assignments: At his level (certificate) the students are often asked to carry out a short research
essay on thematic topics covered throughout the semester.

Students also encourage to present their assignment in class using audiovisual methods and
follow a business-like format. The students are requested to deliver their assignments on an
individual or group basis and on time.

Mid-term examination: The mid-term examination will be of one hour and thirty minutes. It will
mostly be ess questions and/or multiple-choice questions.

Final Examination: The final examination will be of two hours. It will be comprehensive and it will
test the students on the material covered during the semester.

Secretarial Studies Grading System
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% Grade Grade
Grade Meaning Grade Points
90-100 A | Excellent 4.00
80-89 B+ | Verv Good 3.50
75-79 B | Good 3.00
65-74 C+ | Above Average | 2.50
60-64 C | Average 2.00
55-59 D+ | Below Average | 1.50
50-54 D Poor 1.00
Below 50 F Failure 0.00

REQUIRED TEXTBOOK

TitAog: Opyavwon ypadeiou
Juyypadéag: @sodwpatog, Euayyehog
Ek60TNG: ZTapoUANng
‘Etoc €k6.: 1999

ISBN: 960-351-270-7

TitAog: Opydvwon kat dtevBuvon ypadeiou
Zuyypadeag: Qavapuwtng, Mavaywwtng
Ek&6TNG: ZTapoUAng

‘Etog €k6.: 2000

ISBN: 9603510645

ADDITIONAL NOTES
SCHEDULE
Weeks Topics Activities
1 Basic principles of office organization Discussion - Questions

Daily work planning -Setting priorities

2 Office equipment: / Office machines / Means of
communication Guided tour and information from the College
Secretarial staff on the correct use of various machines such
as facsimile, photocopier, filing, etc.

Discussion - Questions
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3 File concept, file creation, filing systems, filing rules, | Discussion - Questions
classification - arrangement

4 Confidential Information File - Information management Discussion - Questions

5 Correspondence: Drafting, management, sorting/filing of Discussion - Questions
correspondence

6 Telephone communication: Discussion - Questions
Efficient phone use
Correct way to use phone
Voice box
Plural of politeness
Correct use of Greek or English phraseology

7 The Diary of the Secretariat: Useful tips for keeping diaries Discussion - Questions
Security and confidentiality in the office / Precautions taken
by the company / Precautions of the secretary Guidelines for the mid-

term exam

8 Midterm Examination

9 Organization of business meetings, business meals, seminars, | Discussion - Questions
etc. Travel arrangements Guidelines for the
Reception of visitors — Recommendations, Chat with visitors assignments
without an appointment

10 Time and stress management: techniques to deal with Discussion - Questions
procrastination and the role of multitasking
Managing the important & urgent: delineating the
relationship between urgent & important versus urgent & NOT
important.

11 What distinguishes a secretary from other staff members, Discussion - Questions
what additional qualifications are required, what behaviors
are required? / Professional success factors / -personal
appearance / the knowledge / appropriate behavior
A visit from a professional beautician to demonstrate proper
makeup in the workplace

12 Learning how to write cover letters for a job application

(what to include, suggested layout, what to say, how to say it,
format, etc.) - Sample Cover Letters

Filling out a job application — the purpose of the application,
what employers are looking for, possible questions — sample
job applications
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13 Resume / CV: THEORY - Learn how to write a successful Deliver the
resume - Resume samples assignments
Resume: PRACTICE — Create a resume / CV on the computer.

14 Revision for final examination Discussion - Questions

OTHER INFORMATION:

Class attendance: Students are expected to attend the classes regularly and be punctual.

Office hours: Students are encouraged and advised to visit regularly their instructor during the
office hours and discuss promptly any issue that seems to be important for the student and
his/her success.

Humane matters: Inform your faculty member for any un-expectancies that may occur, thus not
allowing you to carry out your responsibilities.

Library: You are advised to visit regularly the library of our College and read articles published in
academic journals. | recommend you studying regularly among others, articles of your interest,
published in international journals.

Courses Notes: All course notes are uploaded on Moodle. CDA College website allows students
to easily download courses notes. For more information contact any faculty member.

NOTES:

e C(lass attendance and participation in class discussion is expected and absences will affect
your final grade.

e The due dates for assignments are non-negotiable and late work will be penalized.

e All assighnments are to be professional in appearance and type.
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Program of Studies Promotion Strategies

a) Advertising

b)

(@]

O O O O

Jun —end Sep TV Advertising for all our CDA programmes, one Advertisement
for each programme separately on a specified time period.

Jun — end Sep Radio Advertising

Advertisements development by Upright Ad. Agency

Publications on Paideia News

Targeted Paid Advertising on Facebook

Personal Selling

o

PR officers & Director of Campus participate in Educational Fairs giving
information on our programs. visits to all higher education schools to inform
them about the College programmes and scholarships

Presentations in Police Academy, Technical Schools

Career Days organised by the College which target parents, students,
professional etc.

Participate in Educational Fair in Greece

College Associate program

Public Relations

o O O O

Charity events & Fashion shows organised by CDA College

Participation in Education Fairs

Educational visits to some secondary schools

Presentation of the College programs of study to potential students (Schools,
government, police, military etc

Reinforcement of the College relationships with related associations: IMA,
OEB, LLP — ERASMUS (Life Learning Programs).

Reinforcing relationships with all the members of the Cyprus Association of
Private Tertiary Education Institutions

Reinforcing relationships with the Community Authority officials (Nicosia,
Limassol & Larnaca)

Reinforcing relationships with Youth Centres (e.g. Opyaviopoc NeoAaiag)
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d) Sales Promotion

@)
@)

o

Special Offers

Scholarship Scheme (early registration, academic performance, low-income
families,

To offer special reduced fee packages to families with financial problems

e) Direct Marketing

f) E-Marketing — Social Media

®)
©)

Launching the College innovative web site

Reinforcing the College e-presence and communication through all social
media e.g. the College web site, Facebook, Twitter, Instagram, LinkedIn

Tik Tok, email.

Uploading all the College advertisements and events on the College social
media

Strengthen CDA College presence in LinkedIn professional network
Organizing targeted Facebook competitions through the Social media
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ANNEX 6

COLLEGE

ERASMUS+ and International Agreements
This is overall information of the activities that our office had in the year 2015 — 2018. This
Erasmus period it has been an excellent year for the College, we had an increase number of

Students mobilities.

CDA College had a number of professors from all over Europe visiting for teaching and training in
the areas of Business, Accounting, Computing Languages and other areas.

Herebelow are the CDA Instructors and Students visited foreign Universities:

) 23 CDA Instructors as visiting professors and
) 30 CDA Students participating in foreign universities lectures

Herebelow are the Foreign instructors and students visited CDA College:
) 120 foreign instructors visited CDA College the last 4 years as visiting professors.
o 150 foreign students from France, Lithuania, Poland, Romania, Hungary and Portugal

participating in CDA College lectures.

The Erasmus office of CDA College expecting better results and more success next year due to
several programs that we applied, we hope that all will be accepted.

CDA College Erasmus Office consists of:
Christina Agathangelou: Erasmus Coordinator
Officers: Dr. (c) Tonia Georgiou

Mrs Stella Michaelidou

Mrs Alexia Antoniou
Mrs Katerina loannou
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In our College, there is an Erasmus office, whose coordinator is Ms. Christina Agathangelou and
there are Erasmus officers in all our branches. There has been a transformation of the Erasmus
since 2021 and has been integrated with our "Aristotle" Research Center. These two offices work
together perfectly and have already submitted several programs through Erasmus + and we await
responses.

C.D.A College took part in the “Social Entrepreneurship to battle Youth Social Exclusion - SENEET
(2019-1-EL02-KA205-004798)".

According to the EU SPC's (2017), there has been no improvement in the social conditions in the
EU since 2008, when a lot of member states went through a financial crisis. A particularly
vulnerable group in today's economic environment are NEETs, people aged 18-30 who are
socially excluded due to low skills, lack of education and unemployment. The aim of the Erasmus+
program entitled "Social Entrepreneurship to battle Youth Social Exclusion" and code 2019-1-
ELO2-KA205-004798, is to empower young people who face social exclusion due to
unemployment, giving them the opportunity to acquire the necessary skills and knowledge in
social entrepreneurship, the development of their business ideas, as well as the Internet and
social media to promote their businesses. The coordinator of the program was E-School (Greece),
and partners were CDA College (Cyprus), KVK (Lithuania), CJRAE Arad (Romania) and Business
Incubator - Gotse Delchev. (Bulgaria). The program included 5 LTTAs in each country, and a total
of 84 people have participated. The participants, guided by the teachers, created their own
virtual social enterprises.

For the Academic year 2021-2022:

e Dr Katalin Kukorelli of University of Dunaujvaros visited our college and had the
opportunity to deliver lectures to our students. (STA). The Erasmus office in cooperation
with Aristotle Research Centre organized a seminar entitled “Communication &
Negotiation Skills”. Lead Speaker Dr. Kukorelli ( 6/5/2022)

e 6 (STT) from Radom Academy of Economics in May to Nicosia.

e 6 kataption (STT) From University of Oradea in May in Larnaca.

e Host LTTA 3 “Business Start-Up and Development” 25 -29 October

e partner LTTA 4 “Digital marketing and Social Media in Business Development” Arad,
Rumania 22-28 May

e partner LTTA 5 “Presentations of Virtual Businesses” in Karditsa, Greece 17-23 July.

For the Academic year 2022-23:
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Host: “Find a job you love and you will never have to work again!” (2020-1-HU01-KA116-078380).
Training of students from the department of aesthetics of Szegedi SZC Méravarosi Szakképzd
Iskola Hungary. (10-21/10/2022).

We have welcomed:
e a student from (SMS) Universite de Bretagne Sud France in the program of study BA
Business Administration.
e 2 training mobilities (STT) amnd to University of Oradea in October in Nicosia

For the Academic year 2023-24:
C.D.A. College hosted an Erasmus+ mobility program from Hungary for 2 weeks. The students
participated in courses and workshops organized by the college.

An Erasmus+ project titled "ICT Skills for Educators" took place at C.D.A. College in Cyprus from
April 27th to May 8th, 2024. This program aimed to equip teachers from a Vocational upper
secondary school with the skills needed to digitally transform their classrooms. Experts led
sessions on integrating technology into teaching, using Al tools like ChatGPT for engaging content
and personalized learning, and ensuring digital safety in educational settings. This project helps
educators prepare VET schools for the digital age.

As part of a Higher Education project, two outgoing staff training mobilities were organized to
the Center for Mental and Psychological Support in Koridallos, Greece, and two staff members
participated in a training mobility at HumaCapiAct in Turin, Italy. One of the main objectives of
the outgoing staff training mobilities was to explore opportunities for collaboration and
partnership, enhance staff skills, and exchange specialized knowledge between C.D.A. College
and the receiving organizations.

C.D.A. College sent 27 students to Heraklion, Crete for a 2-week Erasmus+ VET mobility program
focused on employability skills. Students participated in seminars on topics like Youth
Entrepreneurship, Customer Relations, Crisis Management, Marketing & Communication. These
seminars were complemented by hands-on internships at local businesses. The program also
offered cultural immersion and networking opportunities. Students returned with enhanced
skills, confidence, and a global perspective. C.D.A. College highlights this program's success and
commitment to providing international learning opportunities for its students.

We have welcomed:
e 2 students from Newton University in Czech Republic in the program of study BA Business
Administration
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18 academic and non-academic staff for training

European and International Collaborations

C.D.A. College has recently signed a memorandum of understanding with several esteemed
European and international institutions and organizations, marking a significant step in
enhancing its academic and research collaborations. These partners include:

1.
2.

4.
5.

HumaCapiAct in Italy, JOIST in Greece

Learning Detrous V.A. in Cyprus

Erasmus Learn in Crete

Kutaisi University in Georgia

European Nations Campus, a higher institution in Sri Lanka

These agreements aim to foster cooperation in education, research, and cultural exchange,
thereby enriching the academic experiences and opportunities for students and faculty across all
participating institutions.
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No | Academic Institution | Institution Subject Area (ISCED-F) Website Country Valid Until
Code
1 :FL\E'}'/:ESNIEEsB E F VANNES04 Bus'ness::fozim:s”at'on' univ-ubs.fr France 2028/29
Polytechnic Business a.nd administrétion, .
2 of Guarda P GUARDAO1 Accounting and taxation, https://www.ipg.pt/ Portugal
Travel, tourism and leisure 2028/29
3 Vysoka Skola CZBRNOO8 | Business and administration | https://www.newton.university Czech
Newton, A. S. ) : ) Republic 2028/29
Management and
administration, Finance,
Klaipedos Valstybine LT banking and insurance, . .
4 Kolegija KLAIPEDO9 Accounting and taxation, https://www.kvk.It/en/ Lithuania
Travel, tourism and leisure,
Health 2028/29
University of HU Business and a(':lministration, ‘
5 Dunadjvéros DUNAUJO1 Information and www.uniduna.hu Hungary
Communication Technologies 2028/29
Starptautiskas
6 Kosmetologijas LV RIGA53 Hair and beauty services https://skk.lv Latvia
koledzas 2028/29
7 PWSTE Jarostaw JAROPSLLAOZ Hair and beauty services https://www.pwste.edu.pl/ Poland 2028/29
8 BVK LV RIGA57 Business and administration https://www.bvk.lv/ Latvia 2028/29
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UNIVERSITATEA
9 ALEXANDRU IOAN RO IASI02 Business and administration https://www.uaic.ro/ Romania 2028/29
CUZA DIN IASI
Business and administration,
Radom Academy of PL Information and
1 https://ahns.pl
0 Economics RADOMO04 | Communication Technologies, ttps://ahns.p 2028/29
Security Studies Poland
o . Business and ac.jmlnlstratlon, . . 2028/29
11 Kutaisi University Information and https://www.kiu.edu.ge/ Georgia
Communication Technologies
University of Social
12 Sciences in Lodz PL LODZ09 Cosmetology san.edu.pl Poland 2028/29
Akademia Nauk pL
13 Stosowanych Business and administration ans.edu.pl Poland 2028/29
o WALBRZY04
Angelusa Silesiusa
Malopolska Wyzsza PL . L .
14 S7kola Ekonomiczna TARNOWO1 Business and administration mwse.edu.pl Poland 2028/29
15 | University of Oradea RO Business and administration https://www.uoradea.ro Romania 2028/29
y ORADEAO1 o : :
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ANNEX 7
NPOBAEMNOMEMA EZOAA 2023-24 | 2024725 | 2025/26 |2026/27 | 2027/28
ANAMENOMENOI DOITHTEE AINOMOPING EZAMHNO 11 1z 10 15 18
ANAMENOMENO! DOITHTEE EAPING EZAMHNO 0 0 o 0 0
TEAOE EMPADHE EIZAOXH @EINOMOPING EZAMHNO 100 1100 1200 1000 1500 1800
TEAOEZ EMMPADHE EIZAOXH EAPINO EZAMHNO 100 o o o 0 o
ALAAKTPA (EIZAOXH (DEINOMNOPING EZAMHNO) 4200 46200 50100 42000 63000 75600
AILAAKTPA (EIZAOXH EAPING EZAMHNO)] 4200 o o o 0 o
AYZHEIH / MEIOFH AIAAKTPON - - - - -
MpopAsmopsva Ecoda AT3I00 51600 A3000 64500 77400
MNPOBAEMNOMEMNA EZOAA 2023-24 | 2024725 | 2025/26 |2026/27 | 2027728
MIZEOI (6 ATOMA NPOEZONIKO) 33600 33600 36000 36000 36000
MEPISOPIAKA ODENAH 3864 3864 4140 4140 4140
KOEZTOE AEITOYPTIAZ (HAEKTPIZMOE, TYTIOMA KTA.) 500 500 500 500 500
CIKONOMIKH BOHESELA (DOITHTOM 1000 800 200 1000 2000
AMNAMNTY=H AKAAHMAIKOY NPOZQNIKOY 1000 1500 1000 1500 2000
BIBAIOOHKH 500 500 500 1000 1000
BEATIOFEIZ ANABAGMITEIZ KTHPION KAI AlIGOYION 2000 1000 1000 1000 1000
EMIMNMA, EZONAIZMOE, ONTIKOAKOYZITIKA MEZA, TPAMELA 500 500 500 1000 1000
YMOAOTIETEE / Servers / Software 500 500 1000 1000 1000
ANOMOITHIH / BPABEIA 500 500 700 700 700
NMpophsmopeva ELoda 43964 43264 46140 47840 49340

| MpopAsmopsva KEpdn f EAASLO 3336 8336 -3140 16660 28060
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NEX 8

Student-centered Learning, Teaching and Assessment (ESG 1.3)
Evepynmuny Avdsoowosio, Mabnoen kol Alveedynon s Emikevrpo o LovtTii
(Innovartive Teaching Methodologies)

Maximum number is 20 students per class which allows for constructive teaching and
communication.

Organization of the Educational process:

- Implementation of a specific academic calendar and its publication

- Disclosure of the program’s curricula to the students through Course Outlines of
each course in the first week with every detail of their course._

- The course web-pages, updated with the relevant supplementary material via the
website and the Moodle e-learning platformm which are fully updated for all the
accredited programs.

Adequate and modern leaming resources are available to the students, including:
Infrastructure, Facilities, Library, Classrooms, IT Labs.

Academic mentoring - The academic staff is responsible for the academic mentoring of

students welfare, counselling and success of their students:

- Guide, counsel and manage the integration at the College, their student life and
achieve their personal goals.

- Address the issues and concems of their student Iife and find solutions that work for
them.

Thers is a policy for regular and effective communication between the feaching
personnel and the students through the following means:
- Course Outline,
- Lecturer and student email,
- faculty office hours,
= through Secretarial,
College Website,
Moodle platform between lecturer and students.

The teaching personnel provides effective feedback to the students through:

- after each assignment or examination the lecturer provides feedback to students for
their results and improvement

lecturer and student email,

faculty office hours,

through the Secretanal,

College Website,

Moodle platform

The mechanisms, for the support of students and the commumnication with the teaching
personnel, are effective through Email, Moodle, Students in Committees, Students
Welfare Services.

Control mechanisms for student performance are effective.

- a) Course work 50%: Mid-term exam, tests, individual or group assianments, b)
Final Examinations 50%. Passing Mark: 60%

- CDA College has established a plethora of confrol mechanisms fo ewvaluate
students” performance.
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- Students are assessed through the following mechanisms:

- Theoretical knowledge (Lectures) and the practical application of theories

- Paricipation in the classroom

- Contests, Tests, Quizzes

- 1-2 Written assignments either individually or in groups

- Analysis and discussion of case siudies

- Assignments and discussion and critical thinking in class

- Study. analysis and critical review of scientific articles

- Mid-Term Examination

- Final Examination

- For practical courses, the final examination is divided into 2 parts. Fart A: Theory
and FPart B: Practice

- Study and critical review of scientific or business work (e.g. Business Plan)

- FProfessional development and traming in organizations

- Case studies analysis, critical thinking and decision-making

- Graduate or Postgraduate Thesis

The Peer Review mechanism by evaluating the final examination paper by another
instructor before the fimal delivery to the students.

Support mechanisms for students with problematic academic performmance are effective.

- Before each samester all faculty and administrative staff are aware if there are anmy
students with leaming problems.

- Through the academic mentoring all faculty and administrative staff provide support
to students with problematic performance.

- There are academic meetings after exams discussing any problematic academic
perfarmance._

- Addiionally, the College follows specific instructions set by the Ministry of Education
for students who hawve certain leaming problems/disabilities by offering them other
educational methods such as different written examination paper, oral examination if
needed, additional examination time and fexibility .

The College applies an effective plagiarism detection policy through the Urkund
plagiarism software.

Al CDe College there are satisfactory mechanisms for complaimnt management and for
dispute resolution such as:

- Students Complaint Form

- Complaint Management & Dispute Resolution policy

The academic sitaff applies an innovative teaching methodology with a plethora of
t=aching methods to achieve the objectives of the module such as:

- All the teaching staff clarifies to the students from the first week of classes the
teaching methodology, the course content and student's assessment methods
through the course outline of each module and Moodle.

Lecture presentations through PowerPoint

Class discussion conducted by teacher

Recitation oral questions by teacher answered orally by students

Lecture presentations by another instmuctor({s) from a special field {guest speaker)
Debate on current issues by students from class

Practical exercises, Laboratory experiments performed by more than two students
Problem solving or case studies

Supervised individual/group project work

Reading assignments in jourmals, pericdicals etc

Assignments, tests, quizzes
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. The methodology of each course is suitable for adults.
= All lecturers follow a seminar on the Principles of Adult Learning Strategies such as
the Adults:
Bring prior experience and knowledge with them.
Validate where people are. Create allies, not pupils.
Want to know what's in it for them (W IFM)
Enjoy speaking to one another, not just listening to the sound of your voice
Hawve preference and prejudices that may not be overcome in a one-shot training
Like to assist vou and feel like an active part of the leaming procaess
Expert to be respected
Enjoy active leaming, small group exercise and mowving around the room. Vary
training activities
Expert to be able to use what they learn immediately. Make information applicable
= Leam at different speeds and through different methods. Be flexible
» MNeed feedback and constructive criticism. The emphasis is on building the person
nof tearing them down
= Like to laugh

Continuous-formative assessment and feedback are provided to the students regularly
through Course Qutlineg, Revisions, Answers of tests and exams, Mid-term & Final
Exams.

The assessment system and crteria of student performance are clear, adequate and
known to students. All the teaching staff clarifies to the students from the first week the
teaching methodology, the course content and the assessment system through the
course outline of each module and Moodle. E_g. for the particular program of study, the
assessment sysiem is:

=« Course Work 50% which consist off midterm exam, tests, assignments,

participation,
- Final Exam 50% and
- Passing mark 60%

Educational activities which encourage students” active paricipation in the l2aming
process, are implemented throughh:

= Case Studies analysis

- Discussion & decision making,

- Role Playing,

= Critical thinking and

- Project presentation

Teaching materals (books, manuals, joumnmals, databases, and teaching notes) meet the

requirements set by the methodology of the program’s individual.

= CDA College has four (4) libraries im Limassol, Micosia, Lamaca and Pafos
capitalizing on interibrary loans and VPN services.

= The College is a member of electronic libraries and databases, EBSCO and
Emerald.

Students are adequately trained in the research process through the Assignments
project guidelines and Final Research Thesis Guidelines given and explained by the
tutors. Additionally, Bachelors and Masters students are also trained though internships
in various organizations.
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It is ensured that teaching and learning have been enlightened by research.

= DA College is fully committed to developing and promoting research activity.

= DA College strongly supports and encourages faculty staffs research activities.

s |n 2016, the College has established the Research Centre "Aristotelis™ so as 1o
provide an independent platform for researchers and to promote the College
research culture.

= There is also a research policy where the College encourages and supports faculty
research activities, publications, attend conferences, seminars, workshops through
financial support, reduction of teaching load, and other means as per the research
incentives policy.

Additionally, the results of research in teaching in practice:

= Listen fo lectures and read texts that present the outcomes from current research.

= Engage in tasks that develop understanding and application of research
methodologies, skills and techniques

=  Write, peer review and discuss essays or papers on research fopics and processes

= Complefe small-scale independent research assignments, collaborate with
researchers as research assistants or participate in research placements

= Undertake small-scale {group) enquiry into specific learning and teaching activities

= Engage students in data collection, analyzing raw data or peer reviewing conference
papers or draft journal articles that are emerging out of ongoing or recenthy
completed research

Innovative Teaching Methodologies

Lecture presentations by teacher

Use of PowerPoint presentations

Class discussion conducted by teacher

Recitation oral questions by teacher answered orally by students

Lecture presentations by another instructor(s) from a special field {guest speaker)
Debate on current issues by students from class

FPractical exercises, Laboratory experiments performed by more than two students
Mid-term and Final Exams

Audio-visual lectures

Role Playing and Interviews

Problem solving or case studies

Supervised individualigroup project work

Textbook assignments

Reading assignments in joumals, periodicals etc.

Assignments, tests, quizzes

Library research on topics or problems

Field trips

Open texthook tests, take home tests

Group and Individual projects

Use of interactive board as aid in teaching

Use of diagrams, tables, graphs, and charts by instructor in teaching

Conduct Surveys

Coaching: assistance provided for students having difficulty in the course

Qral reports Presentations by students

Students Reading aloud

Brainstorming small group, students identify a list of technigues and strategies to solve
the problems found in a case study.

Problem Base Leaming (PEBL)

Flipped learning

E-leaming through the Moodle e-platform where students upload their assignments and
tutors can do electronic evaluation.
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