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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’Ss)
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 1t 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
missing from the core units of
the program.

Considering the
niche/specialized nature of the

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 -
Eloaywyn otoug HAEKTpOVIKOUG
YoAoyloTtég & 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 -
Elcaywyn 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

Choose level of compliance:
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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”

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 / outlines 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:
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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
courses. These frequent

Choose level of compliance:
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meetings, given 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

The college needs to disassociate
the Year 1 program from those
of Year 2 and 3; even though the
foundation year is the stepping
stone for Year 2 & 3 it needs to
be treated as a stand-alone
program. It appears that the
decisions are taken with the 1+2
years of the program in mind
rather than the 1-year program
alone.

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 structure of the program as
it stands is adequate; however,
for future viability it needs to be
reconsidered / restructured. The
college needs to ensure that the
students that only complete the
first year of the program have a
holistic understanding of how a

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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business is run and more
specialised knowledge on
secretarial-related subject areas.
A detailed list of
recommendations has been
provided in section 1.

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 college needs to account
how each unit taught on the
program contributes to the
intended outcomes of the
program and apply changes if
units are not fully contributing to
the delivery of the intended
learning outcomes of the overall
program. A requirement of
CYQAA is a mapping exercise

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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that demonstrates this
contribution. This exercise
should be performed collectively
by the academic staff and the
program director.

An external advisory board with
external stakeholders for the
continuous development of the
program is recommended; this is
consistent with best practice.

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
“rpappatéag Nopkwv
EnayyeApdtwy (“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

Choose level of compliance:
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correctly then the result is
undoubtable.

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
Pafos we are the only College
that offers a certificate in the
Secretarial Studies.

The academic staff should
reconsider the way the students
are assessed on this program and
ensure: (a) that they are not over
assessed; and (b) various
assessment methods are applied
for building various soft and hard
skills.

See Annex 1 &4

Choose level of compliance:
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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

The secretarial studies tend to
attract students with lower-than-
average aspirations, and as a
result the students are usually
not high performers. The low
number of students enrolled if
continued will be threatening the
sustainability of the program.
The management and the public
relations of C.D.A will need to
explore ways to increase the
student and parent interest in
the market. If there is a trend of
disinterest in secretarial studies
in the market, the program may
need to be abandoned.

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 space for improvement
in teaching mobility among the
staff through the Erasmus
program. There is room for
expanding the number of
agreements with other tertiary
education institutions from
abroad.

C.D.A. College Pafos, holds the
Erasmus Charter with the code
CY PAFOSO02 since 2021, 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
improve their teaching as well as
learning skills.

See Annex 6

Choose level of compliance:
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The monitoring of the careers of
alumni and the continuous
contact with them is something
that will help the college to
formulate its 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. All graduates
consent to GDPR policies so as
for the College to keep their
personal details.

Choose level of compliance:

12
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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

Small enrolment poses a threat
to program sustainability.

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 the
need for 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:
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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 more teacher
participation in mobility
programs, training seminars, and
conferences.

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:
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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.

Increase the involvement of
teachers with extensive
professional experience to
enhance practical knowledge
transfer.

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:
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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.

Strengthen student exchange
programs (e.g., ERASMUS+) to
include more EU countries.

Increase the College's
international collaborations.

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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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.

Choose level of compliance:

Click or tap here to enter text.

Click or tap here to enter text.

Choose level of compliance:

Click or tap here to enter text.

Click or tap here to enter text.

Choose level of compliance:

Click or tap here to enter text.

Click or tap here to enter text.

Choose level of compliance:

Click or tap here to enter text.

Click or tap here to enter text.

Choose level of compliance:

7. Eligibility (Joint programme)
(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.

Choose level of compliance:

Click or tap here to enter text.

Click or tap here to enter text.

Choose level of compliance:

Click or tap here to enter text.

Click or tap here to enter text.

Choose level of compliance:

Click or tap here to enter text.

Click or tap here to enter text.

Choose level of compliance:

Click or tap here to enter text.

Click or tap here to enter text.

Choose level of compliance:
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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.

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

Conducting further analysis of
labor market trends and
prospects.

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.

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.

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.

Larnaca and Pafos are the
branches with the least
competition.

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

Choose level of compliance:

Choose level of compliance:

Choose level of compliance:

Choose level of compliance:
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decide whether they want to
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
“Irpappatéog 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. See

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.
Annex1 &5 &7
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————

C. Higher Education Institution academic representatives

Date: 30/08/2024
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No. Learning Outcomes Course | Methodology Assessment
Code
1 | Napéxel SEC 100 | AloAé€eLg, Student
otoug pottntég/dottntpleg uPnNANG SEC 107 | uPBpdikn Examination
TOLOTNTAG €KMOISEUON OXETIKA LIE TLG SEC 101 | &ibaokaAla, and Grading
guBbuveg kal Ta kabrkovta SEC 108 | MNapouaoiaoelg, | Modes -
pLlaG olyxpovng SEC 102 | Epyaoieg Grades and
VPOAUHUATEQG. SEC 103 | (opadikéG N Passing Grade
SEC 104 | /kot atoptkeg), | 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' avramnokpivovtal anoteAeopatika | SEC 107 which is 60%
WG YPAUUATEL OTIC UPNAEG QTALTAOELG SEC 101 and the
TWV oUYXPOVWV ETLXELPNOEWY, Tpamnelwy, | SEC 108 Passing mark
NULKPOTIKWY KoL KPOTLKWV SEC 102 is 50%, as
OPYOVLOUWV. 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 | NpoodéEpel SEC 100 assessment
otoug dottntec/doitrtpleg /dowtntpleg | SEC 107 methods such
T000 OswpnTIK 600 KAl TIPAKTLKA SEC 101 as a) Course
KOTAPTLON WOTE va €lval o€ SEC 108 Work which
Béon va avtamokplOolv pe emituyio o SEC 102 consists of:
B<uata Sloiknong ypadeiwv Kot SEC 103 Tests,
VPNAWV TEXVOAOYIKWV OTALTACEWV SEC 104 assignments,
HLOG oUYXPOVNG QyOpas €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
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Mpoetolualet SEC 100
Toug doutntég/doutntpleg /doltnitpleg SEC 107
yla va TIETUXOUV OE KUPBEPVNTLKEG

Kol EEWTEPLKEC ETIAYYEAUATIKEG

e€etdoelg otn Aaktuloypadia kat tnv

eAM\nvikn otevoypadia.

TIAPEXELTIC PBaoikég yvwoelg Aoylotikng | SEC 104
(Book Keeping) SEC 101
KAl NAEKTPOVIKWY UTIOAOYLOTWV Kol val SEC 108

TOUG TIPOETOLUACEL VA TIETUXOUV OE
efwteplkég efetaoelg (Ucert).

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.
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ANNEX 2
Nepiodot AplOpuog Z0volo ApLBpadg
A/A TUnog Ovopa Kwdkog ava Awdpkela | eBSopddwv/ | meplodwv/ | MoTwTKWV
Ma6nipatog Ma6nparog Ma6nipatog epSouada nePLOSOU | akadNMAikG | akadnuaiké | Movadwv
Oswpia \ Epyaot. ggaunvo ggaunvo (ECTS)
1°¢Xpovog, A’ E€apunvo
1. | Npaktkn Aaktuhoypadia | SEC 100 50 14 42 4
). Mewkto Elcaywyn cljtouq H)\EKTpOVLKIOUC , SEC 101 5 50 14 42 6
YnoAoyloteg & Autopatiopog MNpadeiou

3. | Oswplia AyYALKA YLOL ETIXELPNOELG SEC 102 3 50 14 42

4. | Oswpla Opyavwon Mpadeiou SEC 103 50 14 42

5. | Oswpla AoyloTikn SEC 104 6 50 14 42 7

6. | Oswpla EAANVIKA yLa ETiXelproeLg SEC 105 50 14 28 2

7. | Oswpla Eruowvwviakég As€ldtnteg & Tupnepipopd | SEC 106 50 14 28 3

1°¢Xpovog, B’ E¢aunvo

1. | Mpoaktikn Aaktuloypadia ll SEC 107 3 50 14 42 5

2. | Mewto Enefepyaoia Kelpévou SEC 108 4 50 14 42 6

3. | Mewto Méoa Kowvwvikng Alktowong SEC 109 1 50 14 42 4

4. | Oswpla Elcaywyn oto MApKeTIvyK SEC 110 50 14 28 3

6. | Oewpla Elcaywyn ot Emiyelpnoeig S 2 50 14 28 4

7 Oswplia E€untnpétnon kat Wuxoloyia tou meAdtn S 2 50 14 28 4

8 | Oswpla Erdeyopevo 50 14 28 4
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EmuAeyopeva Mabnpata

1 Awaxeiplon Logistics 28 4
SEC 113 (amoBnkevon, 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 EAANviKA Ztevoypadia 2 50 28 4

Inueiwon: Zg nepintwon tov untap§ouv dpotnteg / potTpLeg (mdvw amnod 5 dtopa) mov entBupouv va napakoAouOGouV MEPLOCOTEPES WPEG
eAANVIKNA G otevoypadiag TOTe prmopouv va Snpioupyndouv eldsikeupéva epyaoctipla eAAnVIKAG otevoypadiag kot Oa §00&l mioTtomonTtiko

5 Q3 OG-0 0 R Q D R A
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Tithog Mabnuatog

Eloaywyn otoug HAektpovikoUG YrioAoylotég & Autopatiopog Mpadeiov

Kwdkog SEC 101
MaBruatog

TUmoG paBrnuatog | YMOXPEWTIKO
Eninedo MotononTko

‘Etog / E€aunvo
doitnong

1° Xpovo, A E€aunvo

Ovopua Albackovta

ECTS 6 Alalégelg / Epyaotrpla / 5
eBdouada eBdouada

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

MaBnatoKd ° Karavoei’ BaolkoUG OPOUG Kol EVVOLEC TIOU OXETLlovTal HE TNV

AnoteAéopata Texvohoyia

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

Zekwva Kal va teppatilel tn Aettoupyia vog UTIOAOYLOTH.

Epydletal amoboTikd KoL amoTEAEGUATIKA 0TNV ETLPAVELD EPYAOLAG
TOU UTTOAOYLOTH XpnoLlomoLwvTag lkovidila kot mapdbupa.
MNpooapudlel tig PaolkéC pubuioelg Tou AEITOUPYLKOU GUOTHHUOTOG
KOlL VO XPNOLUOTIOLEL TNV EVowUaTwEVN Aettoupyia BorBeLac.
Anpioupyel éva amho gyypado Kal v EKTUTIWVEL TO ATTOTEAECUAL.
M'vwpileLtic Baotkég évvoleg Slaxeiplong apxelwv kat va eival os B€on
VO OPYOVWVEL OTTOTEAECHOTIKA T apXeia Kol Toug PpakéAoug Tou
UTtOAOYLOTH.

Katavoel Baowkég €vvoleg amoBrikeuong kot xpriong Pondntikou
AOYLOULIKOU YLO TN CUUTILEDN KOIL MTOCUUTiEDN HEYAAWVY O péyeBog
opxeilwv.
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Katavoel évvoleg mou oxetilovtat pe ta Siktua KabBwg Kot TIG
SlaBéatpeg emhoyEg SIKTUWONG Kal elval oe B€on va cuvdeBel o’ Eva
Siktuo.

Katavoel tn onuaocia mpootaociag §e60UEVWV KOl CUCKEUWV aTO
KakOBouAo Aoylopko (malware) kabBwg 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 | MaBnolakd ArtoteAécpata Kat Meplexopevo Madnpatog
MoaBrpatog - -
1 1 YmoAoylotég Kot ZUCKEUEG
1.1 TNE (ICT)

1.1.1 Katavonon tou 6pou Texvoloyia MAnpodoplkng Kot
Ermukowwviwv (TNE) (Information and Communication
Technology -ICT).

1.1.2 T'vwon dtddopwv untnpeowwv/xprioswv TMNE (ICT)
OMwG: AlaSIKTUaKEC UTINPEDLEC (Internet services), Kvntn
texvoloyia (mobile technology), epoappoyég
napaywylkotntag ypadeiou (office productivity
applications).

1.2 YAwkO (Hardware)

1.2.1 Katavonon tou 6pou YAO (hardware).

1.2.2 Katavonon tTwv 0pwv eNefepyaoTtng (processor),
Mvnun Tuxaiag NMpoonélaonc (Random Access Memory -
RAM), amoBnkeuTtikog Xwpog (storage).

1.2.3 Avayvwplon Twv KUPLWV TUTIWV EVOWHOTWHEVWY Kal
€EWTEPLIKWV OCUCKEUWV OTIWC:

1.2.4 Avayvwplon olvnBwv Bupwv eL066ou/e€660L OMWG:
USB, HDMI.

1.3 1.3.1 Noylopko kat Adelodotnon

Katavénon tou 6pou Aoyloptko (Software) kat Stakplon
HETAEL TWV SLAPOPETIKWVY TUTIWV AOYLOLLKOU
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1.3.2 Katavonon tou Tt eival éva AELToupyLlkd cuoTnua
(operating system)

1.3.3 Avayvwplon Kal katovonon cuvhBwv edapuoywv
AOYLOUIKOU KOl TWV XPHOEWV TOUG

1.4 Ekkivnon, TeppaTLONOG

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

2 2 Emdavela Epyaociag, Etkovidia, PuBpuioelg

2.1 Emudpavela epyaciag kot Etkovidia

2.1.1 Nepypadr tou okomoL NG EMLPAVELAG EPYACLAG
(desktop) kat TnG ypapupung epyactwy (task bar).

2.1.2 Avayvwplon cuvnBwv glkovidiwy, OMwWG QUTWV IOV
avamnoplotouv apyeia, pakéAous/kataldyous, epapUOVES,
EKTUTIWTEG, Hovadeg 610KwV, CUVTOUEVTELG, TOV KASO0
avakUKAWGONG/OKOUTILOOTEVEKE.

2.1.3 Em\oyn Kal HETOKivVNoN elKoVISLwv.

2.1.4 Anuoupyia, petovopaocia, petakivnon, Staypadn
glkovidiou ocuvtopeuong npog/amnd tnv emipaveLa
epyaociag.

2.2 Xprion twv Napabipwv

2.2.1 Avayvwplon Twv dLapopwv oTOoLXELWV EVOC
mapaBupou: ypapun TitAou, YpauU LEVOU EVTOAWY,
vypapuun epyaleiwv n kopdéAa (ribbon), ypappun
kataotaong, paBdot kUALONG.

2.2.2 Avolyua, eAayxlotomnoinon, eméktaaon, emavadopa
KATwW, Heylotomnoinon, aAkayn pey£Eboug, petakivnon,
kAgiowo mapabupou.

2.2.3 EvaAAayn HETAEU avOLKTWYV Topabupwv.

2.3 Epyaleia ko PuBpiosig

2.3.1 Xpnon dwabéoiuwv Aettoupylwy tng Bornbelac.
2.3.2 NpofoAn Twv Bacikwv mMAnpodopLwv Tou
UTTOAOYLOTIKOU CUOTHUATOG: ovopacoia kat Ekdoon tou
AELTOUPYLKOU CUCTAUATOG, EYKATECTNUEVN RAM (Uvhun
Tuxalog mpooméAaong ).

2.3.3 ANayn twv puBuicewv tng emipAveLas Epyaciag:
nuepounvia & wpa, pubuioeslg Evtaong Axou, EMAOYEC
eudaviong ermupavelag epyaociog (pubuioels xpwpdtwy,
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dovto empavelag epyaciag, EMAOYEG TPOOTOCLOG
006vng), avaAuon oBdvng.

2.3.4 AN\ayn, mpooBnkn kat dtaypadr yAwoaoag
TANKTpoAoyiou. AAAayn TNG TPOETIAEYUEVNC YAWOOOG
TIAnKtpoAoyiovu.

2.3.5 Teppatiopog epappoyng mou Sev avtamokpivetadl.
2.3.6 Eykatdotaon, aneykataotacn epapuoywyv
(applications).

2.3.7 20vbeon ouokeung (diokog USB flash, Yndrakn
kapepa/digital camera, cuokeun avamnapaywyng
noAupéowv/media player) o’ évav unohoyLot).
AmocUvVSEGnN CUOKEUNG XPNOLLOTIOLWVTAC TNV KATAAANAN
Sladikaotia.

2.3.8 Xpnon tn¢ duvatotntag tng cUAANYNG (print screen)
OAWV TWV MEPLEXOUEVWY TNG 000VNG, TOU evepyoU
napabupou.

3 3 AnotsAéopata

3.1 Epyaocia pe Keipevo

3.1.1 Avolypua, kKAsiowo pLag epappoyng enefepyaaciag
KELWEVOU. Avolypa, KAE(oLo apxeiwy.

3.1.2 Eloaywyn KeLPéEVou o’ éva €yypado.

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

3.1.4 AnoBrikeuon eyypAadou LE CUYKEKPLUEVO OVOL.

3.2 EKtUnwon

3.2.1 EyKOTAOTOON, AMEYKOTAOTOON VEOU EKTUTIWTH).
Ektumtwon SokuaoTikn oeAidag.

3.2.2 OplOPOC TOU MIPOETUAEYHEVOU EKTUTIWTH OTN AloTa
TWV EYKATEOTNUEVWY EKTUTIWTWV.

3.2.3 Ektunwon apxeiou amnod Evav
Kelpevoypado/epappoyn enefepyaciog KELUEVOU.
3.2.4 MpoPoAn, mpoowptvr Stakomr/mavon,
enavekkivnon, dtaypadn epyaciag ektunwong amnod To
napaBupo Slaxeiplong TG oUPAC EKTUTIWOEWY TOU
EKTUTIWTA.

4 AwxeipionApxeiwv
4.1 Elcaywyn ota Apxeia kat toug MakéAoug
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4.1.1 Katavonon Tou TPOTOU UE TOV OTIOL0 £va AELTOUPYLKO
OUOTNUA OPYAVWVEL TIG LoVASEeC Slokwv, TouG GakEAOUC
Kal Ta apxeia og pe epapyikn dour. Mlonynon petau
povadwv diokwv, dakéAwV, UTIOPAKEAWVY KOL APXELWV.
4.1.2 NpoPoAn blottwv apxeiov, pakéAou OMWG: OGVoua,
uéyebog, B€on.

4.1.3 AN\ayn mpoBoAng anelkoviong apxeiwv kat pakéAwv
Omwg: Tithoy/mAakidia (tiles), eikovidia (icons), Atota (list),
Aentouépeleg (details). 4.1.4 Avayvwplon cuvnBwv
TUNwv/popdotunwy apxelwyv, Onwg: apxela emetepyaaoiag
KELLEVOU, UTIOAOYLOTIKWY GUAAWY, TTIAPOUCLACEWY, apXela
oe ¢opnTo popdotumno eyypadou (.pdf - portable
document format files), elkévag, nxou, Bivteo,
CUUTILECUEVA apxela, eKTEAETLUO apXELaL.

4.1.5 Avolyua apxeiou, pakéhou, povadag iokou.

4.1.6 AvayvwpLon KaAwv IPAKTIKWV ovopaciag apxeiwv
Kall GOKEAWV: XprioN OVOUATWYV HE VOO TIOU
SleukoAUvVouV TV avakAnon/avalitnon Kal Tnv opyavwaon
TOUG, SLOTHPNON TWV CWOTWV EMEKTACEWV TOUG.

4.1.7 Anpioupyio akEAOU KoL TTEPALTEPW UTIOPOKEAWV.
4.1.8 Metovopaoia apyxeiou, dakélou.

4.1.9 Avalntnon apxeiwv Baon WblotAtwyv: oAOKANpo 1
HUEPOC TOU OVOUATOG XPNOLUOTIOLWVTOG ELSIKOUG
xapaktrpeg urnaAaviep (wildcards) epdoov xpelaotei,
TLEPLEXOUEVO, NUEPOUNVIA TpOTOMOLNoNG.

4.1.10 MpoPoAn Alotag mpoodata XpnoLULOTIOLNUEVWV
apxeiwv.

4 4.2 Opyavwon Apxeiwv Kat QakEAwv

4.2.1 Emtihoyn evog apxeiou n/kat pakEAOU HEPOVWHEVA A
WG OUASA YELTOVIKWV I LNYELTOVIKWV apXEiwv Kal
dakéAwv.

4.2.2 Tafwvounon apxeiwv og avéouoa, dbivouoca
taflvounon Kota ovopua, LéEyebog, TUTIo Kal nUepopunvia
Tpomonoinonc.

4.2.3 Avtiypadn, petakivnon apxeiwv, pakéAwv petal
dakéAwv, povadwv Sdlokwv.

4.2.4 Aaypadn apxeiwv, dakéAwv péow tou Kadou
AvakUKAwonG/Zkouroteveke Kal emavadopd
Slaypappévwy apxeiwv kot pakéAwv oTnV apxLlki ToUG
Béon.
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4.2.5 Adelaopa Kadou AvakUkAwaong/IKoumiSoTeveke

4.2 AnoBnkeuon Kot Zupmnieon

4.3.1 Avayvwplon Twv KUpLWV TUTIWV CUCKEUWV — LECWV
anoBnkevong 6edopévwy Onwe: Ecwteplkdg okAnpoOg
Slokog, e€wtepLkog okAnpog diokog, diokog Siktuou, CD,
DVD, Blu-ray, 0o6nyog USB flash, kapta pvung, SIKTuakog
(online) xwpog anobrkeuong.

4.3.2 Tvwon Twv Hovadwy PETpnong ueyéBoug apxeiwy,
dakéAwy, xwpnTkotnTag amobrikevong onwg: KB, MB, GB,
TB.

4.3.3 MNpoPoAr SlaBEcLuou XwpPou o pLo cUoKeLH/Hovada
anoBnkeuong.

4.3.4 Katavonon tou okomoU cuuTieong evog apxeiou,
dakélov.

4.3.5 Jupunieon apxeiwv, akéAwv.

4.3.6 AltoouuTiecn CUUTMLECUEVWY apXEilwv, PakEAWV o€
OUYKEKPLUEVN B€on pLag povadag diokou

5 5 Aiktva

5.1'Evvoleg AlKTUWV

5.1.1 Katavonon tou 6pou biktuo (network). Neplypadn
TOU oKomol evOc SIKTUOU: Slapolpacpog, mpoofacn
6£60UEVWV KL CUCKEUWV HE 0PAAELD

5.1.2 Katavonon tou 6pou Awadiktuo (Internet). l'vwon
KUPLWV XPHOEWV Tou Onw¢: Maykooutog lotog (World Wide
Web - WWW), ThAedwvia péow Atadiktuou (Voice over
Internet Protocol - VolP), nAektpovikd taxudpopeio
(email), Aettoupyia apeocwv pnvupdtwy (Instant
Messaging - IM).

5.1.3 Katavonon twv opwv Evéodiktuo (Intranet), kat
Etkoviko 18wwTtiko Aiktuo (VPN) kot avayvwplon KUpLwy
XPNOEWV TOUG.

5.1.4 Katavonon tou 6pou pubuog petadopag debopévwy
(transfer rate) umoAoylopevog o€: bits ava deutepOAento
(bits per second, bps), kilobits ava eutepoAento (kilobits
per second, kbps), megabits ava dgutepoAemnto (megabits
per second, mbps), gigabits avd dsutepdAemnto (gigabits
per second, gbps).

5.1.5 Katavonon twv evwolwv AnYn /katéBaocpa anod
(downloading from) kat avéBaoua os (uploading to) éva
biktuo
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5.2 NpocPaocn Awktoou

5.2.1 Tvwon twv dtadopwv emiloywv cuvSeong oto
Aladiktuo onwe: Méow TNAEPWVLKAG YPOUUNAG, KLVNTOU
tAedpwvou, kaAwdlaka, acvpuata (wi-fi, wi-max),
Sdopudopika.

5.2.2 OpLopOG Kal Katavonon tou 0pou Napoxog
Yninpeowv Atadiktuou (Internet Service Provider - ISP).
Avayvwplon onUOVTIKWV {NTNUATWY KATA TV EMAoyn
ouvSpoung oto Atadiktuo, onwg: taxvtnta AnPng (upload
speed) kat kateBaopatog (download speed) kat
TIOOOOTWOELS (quota), KooTog.

5.2.3 Avayvwplon Kotaotacng aclppatou Siktuou:
TPOOoTATEVUEVO/UE KWOIKO aodalelag, eEAeUBepo/avolktod
5.2.4 30vbeon og acLppato Siktuo (wireless network).

6 6 AcdpaAela kat Eveéia

6.1 Npootaocia AeSopéEVwY KoL ZUCKEVWV

6.1.1 Avayvwplon KaAwv MoALTIKwY Staxeiplong KwdIKwv
npdoBaong OMwG: KN Kowormnoinon tou Kwdikou
MPOoBaonG Kal TAKTIKY aAAayr Tou, XprHon Kwdikou
npooBaong pe tkavo peyebog/mAnboc Yndiwv, emapkng
QVAUELEN YPOUUATWY KoL aplOpwy.

6.1.2 Katavonon tou 6pou Teixoc Mpootaociag (firewall)
KalL Tteplypadr) Tou OKomou Tou.

6.1.3 Katavonong tou okomoU TG TAKTIKNAE SnuLoupyiag
avtypadwv aodaleiag (backup) oe pia amopakpuopévn
TieEPLOXN (EKTOC TOU XWPOU OTIOU UTIAPXOUV Ta apXLKA
apxeia).

6.1.4 Katavonon tng onuaciog Tng TAKTLKAG EVAUEPWONG
T(POYPOUUATWV/EPapuoywV, OWC: avTukwy (anti-virus),
epapuoywv (application), Aettoupykol cUOTUATOG.

6.2 KakoBoulAo AoyLopuiko (Malware)

6.2.1 Katavonon tou 6pou KakOBouAo AoyLopLKO
(malware). Avayvwplon cuviBwv TUnwv kakoBouAou
AoyLoULIKOU, OTWG: LOG (virus), okouAikL (worm), AoUpeLog
Imnog (Trojan), Aoylopikd mapakoAouBnong (spyware).
6.2.2 Emlyvwon Tou nmw¢ unopel éva KakOBoUAo AOYLOULKO
va LOAUVEL €vav UTIOAOYLOTH R L. CUCKEUT).
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6.2.3 Xprjon avtukng epapuoyng yla tTn capwon (scan)
€VOG UTTOAOYLOTH.

6.3 Yyeia kat OwkoAoyiky Xpron TNE (Green IT)

6.3.1 Avayvwplon Tponwv e£aodailong tng eveiag evog
XPNOTN UTIOAOYLOTH 1) GUGKEUNG KOTA TN XPHON TOUu OMWG:
va KAVEL ouxva Sladsippata, dtatrpnon KatdAAnAou
dWTLOPOU KAl CWOTAG 0TACNG CWHATOG.

6.3.2 N'vwon Twv emloywv Kal puBuicewv e€olkovounong
EVEPYELAG EVOC UTTOAOYLOTH 1 ULOG CUCKEUNG: QUTOUATO
KAElOLHO, QUTOMOTN avaoToAn Asttoupyiag, pelwon
dwTtiopou (backlight), Aettoupyia sleep.

6.3.3 N'vwon t¢ Suvatotntog avakUKAWGCNG UTTOAOYLOTWY,
OUCKEUWYV, UTATAPLWY, LEAAVOSOXELWV EKTUTIWTWV Kal
XopTLoL.

6.3.4 Avayvwplon SLaB€oiuwy emAOYWV yLa TNV evioxuon
NG MPOCPACLUOTNTAC OTWG: AOYLOULIKO QVayVWPLONG
dwvng (voice recognition), avayvwotng 00ovng (screen
reader), peyébuvon o0Bdvng (screen magnifier), anewovion
TAnktpoAoyiou otnv 08dvn (onscreen keyboard), upnAn
avtiBeon (high contrast).

7 Avayvwplon otL ot TNE (MAnpodopiec kat Texvohoyia
Emikowvwviwyv) pumopel va umootnpiéet kal va powOnoet
ouvepyaoia oto Stadiktuo cuvepyaaia.

1.1.2 Npoodlopioel Toug KUPLOUC TUTIOUC UTINPECLWV
umootnPLEn T SLadLkTUaKn g cuvepyaciag

onwg: cloud computing, kvnto texvoloyia. MNpoodlopiosl
To KUpLa £(6n epyaleiwv mou umnootnpilouv SladkTuaka
OUVEPYOOLA OTIWG: KOLWVEG EPAPUOYEC TTAPAYWYLKOTNTAC,
KOWVWVIKEC HECA EVNUEPWONG, SLASIKTUOKA NUEPOAOYLA,
Sladiktuakég ouvavtnoelg, Stadiktuakn pabnon

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

Share a calendar. Molpaocteite €va nuepoAoylo. Xopriynon
adela mpoPoAng, enefepyaciag evog KovoxpnoTou
HuepoAoyiou.

3.2.2 Eudavion, anokpun Kovoxpnotwyv NUEPOAOYLWV.
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3.2.3 Xprjon €vOg KovOXpnoToU NUEPOAGYLOU yLa
Snuoupyia evog yeyovotog (Event),
enavalappavouevou yeyovog (Event).

3.2.4 Opiote pla umevbouuLon yla éva cuppav.
UCERT Demo Test 3 & 4

3.4 Online meetings

Avolyua, kAgioo Stadiktuaknc ouvavrnong
Epapuoyn. AnuLoupynaoTte uLo ocuvavtnon:

wpa, nuepounvia, Géua. AKUPWOTE TO
ouvavtnon.

3.4.2 NpookAnon, katapynon npookANGNG CUUUETEXOVTWY,
oet dikatwuata npooBaonc.

3.4.3 Evapén, tepuatIONOC ouvavtnong

UCERT Demo Test 5

10

Mobile Collaboration:

MNpoodLoploTe TOUG TUTIOUC KLVNTWV CUCKEUWV

Omwge: smartphone, tablet.

4.1.2 Katavonon OTL oL KLVNTEG CUOKEUEG XPNOLLOTIOLNOTE
AELTOUPYLKO cuoTnua. Avayvwpioet

Kowvwv AELTOUPYIKWY CUOTNHATWYV YLO KIVNTEG CUCKEUEC.
4.1.3 Katavonon tou 6pou Bluetooth kat tn xprion tou.
4.1.4 Katavonon tng ouvdeong oto dtadiktuo SlabEatpeg
ETUAOYEG yla KLVNTA CUOKEVEC: acUppatn (WLAN), dopntn
internet (3G, 4G,5G).

4.1.5 Katavonon tng aodaAetag KAsLSLwv {nTrpata ylo
KLVNTEC OUOKEVEC OwG: Xprion PIN, avtiypado aocdaleiog
TLEPLEXOUEVOU,

11

Data Protection:
Katavorote Tov 6po anoppnto KoL TOV OXETLKO
Swkawwpata. Na yvwpilete 6tL To anoppnto dev eival
amoAuTo Sikailwpa Kat AAAa SIKalwpaTa UMopEL va €Xouv
TpoTEPALOTNTAL.
Oplote Tov 6po npoocwrikad Sedopéva.
Katavénon tou 6pou enefepyacio Sedopévwy.
Aldkplon HETAEY AUTOUOTOTIONUEVWY KAl N QUTOUATWV
bebopévwy enetepyaoia.
Remote Work
Katavénon tou 6pou amopokpUCUEVN Epyaoia,
Stadopetikd poviéda thAepyaciag kat ta odEAN Kat

10
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TIPOKANOELG TNG €€ ATOOTACEWC EPYOOLAC YLOL KOLVWVIEG,
0pyavIopoUC Kal epyalopevouc. ® Katavonote tn onpaocia
™G avtodlaxeiplong kat Tn¢ opadikng epyaciag o
QmopaKpUOUEVA TtEpLBAAAOVTA Epyaciog, OTMwE Kabwg Kot
TIG BaOIKEG SEELOTNTEG yLa VO El0OL ATTOTEAECUATLKOG OTAV
epyaleoal avefaptnta Kal oe opada.

e AvayvwploTe ta Kupla InTripata pubuLong Kata tTny
€vapén NG AMOUOKPUGHEVNG Epyaciag, OMwE n vyeia Kat
QTMALTAOELG A0PANELAC, TEXVIKES KOl oD AAELQL.

¢ MpoodlopioTe TOUG KUPLOUG TUTIOUG EpYaAEiwY TTOU
urnootnpilouv TNV AMOUOKPUGHEVN Epyacia KoL Ta Bactkd
{NTAMATA YLa TN XPriON TOUG QTOTEAECUATIKA

12

KYBEPNHTIKEZ YIMHPEXIE2

2. GOV.CcY

Anuoupyia Aoyaplacpol otnv KuBepvntikn MUAnR Gov.cy.
Tpomnol tavtonoinong.

Eyypadn otic HAEKTPOVIKEG YTINpEOTiEC.

Ene€riynon HAektpoviKwV YTTNPECLWV.

3. Xopnyigg, Emidopata kat Mpoodog Attnuatwv
Ixédla Xopnylwv Ymoupyeiou Evépyelag, Eumopiou kat
Blopnyxaviacg.

Enidopa TEkvou.

Enidopa AcBeveiag.

Attnon EEE.

Altnon ywa Avepylako Entidopa

13

KYBEPNHTIKEX YIMMHPEXIEX

4. Epyaocia, Kowvwvikég Aopalioelg kat Zuvtalodotnon
Eyypadn epyodotoupévwy oto uotnuo EPTANH.
MNAnpwun Elopopwv Kowvwvikwv Acdpaiicewv yla
€PYOS0OTOUEVOUG KaL AUTOEPYOSOTOULEVOUG,.
YroAoylopog noool Beopobetnuévng ocuvtagng, K.T.A.
Katdotaon Acdaliotikol AoyapLlocuou.

5. 'n ko Katowia — KtnpatoAoylo

6. Meviko Zuotnpa Yyeiag — MezyY

7. ®opoAoyika

14,

EmavaAnyn yia Final Exam

MeBobdoloyia
AldaokaAiag

Alaé€etg, uBpLOKN SidaokaAla, Mapouoldoelg, Epyaoieg (opadikec iy /kat
atoutkéC), Npaktikn E€doknon, Evoiapeon E¢Etaon, Tehwkn EEETaon

11
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BiBAloypadia

KYPIO AIAAKTIKO BIBAIO

Title: Avamntuée tic N'vwoelg oou otnv MAnpodopikn
Author(s): TaBpwnA FafpiA

Publisher: General Education Resource Publisher
Edition: 1st

Year: 2017

ISBN: 978-9963-2838-3-5

ENINPOZOETH BIBAIOTPADIA

TitAog: Avamtuée Tig yvwoelg oou otnv MNAnpodopikn (1), Baolkég Evvoleg,
Windows, Word
Ex66tng: UCERT Cyprus

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

Tithog: Ta oAokAnpwpéva BLBAla Sibaokaliag ECDL: Baoikd HAektpovikoU
YroAoylotr) — Baotka Atadiktiou

JuyypadEag: Xprjotou, Xprnotog

Ek66tng: eduCYBER

Hu.€k6.: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

EAANVIKG

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 / -
eBbopada eBbouada
Stox0L MaBAHOTOC To padnua autd oxedLAOTNKE yla VoL SLEPEVUVIOEL TIC TITUXEG TOU HOPKETLVYK
ol omoieg elval amapaitnTeg yla tnv NtuxnUévn eicodo otnv ayopa.
‘Eudaon Sivetal emiong, otnv avaAuon Twv eEWTEPLKWY TIOPAYOVTIWV TOU
ETUXELPNUATIKOU TTEPLBAAAOVTOC TTOU EMNPEATOUV TIG AMODACELG KOl
OTPATNYLKEG LAPKETIVYK KABWG KAl 0TNV KATAVONON TOU TIEAATN KAl TNG
ouunepLPOPAC TOU yla TApOXr TPOLOVTIWVY KAl UTINPECLWV.
MaBnatoKd o Katav’or']oouv TL elva To MApKeTvyk Kat Tn Stadkacia tng epnopiog
AnoteAéopata kat twAnon
e Na aflohoyrioouv ToV TPOTO UAPKETLVYK TToU Bat GUUBAAAEL TNV
emtuyia tng emxeipnong
e Na eival og B€on va KOTOVONCOUV KoL AVOTTTUEOUV TIG OLPXEG TOU
HUOPKETIVYK
e Na avamntuéouv tig eukalpieg kot SladopEC OTPATNYLKEG LAPKETIVYK
e Na avantuéouv Tig SuVaTOTNTEC yLa ETLITUXNMEVN AELToupyia oE
eninebo mapoxng unnpeclwy aAAAd Kal TWANoNG MPOoilOVTWV.
¢ Na katavorjoouv T Baotkég Evvoleg tng Epodiaotikrg/Logistics
KOLL TNV EVOUVALWON TWV §pactnpLloTiTwy TG
Edodiaoctikig/Logistics
e Na yvwpioouv tig LEAAOVTIKEG TTPOKANOELG KOl EUKALPLEG OTNV
Edodiactiki/Logistics
Mpoanattolueva Kavéva Juvarnottoveva

13
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Meplexopuevo
MaBnuatog

EBSopadeg

AvaAuTtikn) UAn

1

T elvat MAapkeTvyk?

H onuaocio Tou LApPKETLVYK

H évvola Tou HAPKETLVYK Kal n €EEALEN TOU
MeptBAAAov TOU HAPKETLVYK

H évvola tn¢ Ayopadg
TOMoL Kal cupuTEPLPOPEG ayopwV
H Alebvrg ayopd Ko n mayKoouLomoinon

Tunuatomnoinon Tng ayopag
OdéAn amod TNV TUnUaTonoinon Kot S1apopeC OTPATNYLKES
TUnuatomnoinong

H oupmnepldpopd Tou KATAVOAWTH KoL TTAPAYOVTEG TTIOU TNV
eNMNPEAIOUV ITPATNYIKEG LAPKETLVYK YLO LKAVOTIOLNON TWV
KATAVOAWTWY

H €peuva ayopadg Kal oL oTOXOoL TNG

JuvBnKeg ayopag

MéBobol épeuvag ayopag-NpwToyevnc Kal AEUTEPOYEVNC
£€peuva

O KUKAOG {wn ¢ TOU TPOIOVTOC

Avarmrtuén VEwV MPOIOVTWV KoL OTPATNYLKEG
To eumopLkod o KoL n onpacia tng
Tumonoinon kol cuckevaoia MPOIOVTOG

Evbilaueon E¢€taon

Alavopr) mpoiovtog Kot SIKTuo TTWANCEWY
Erttdoyn) Siktvou Slavoung

ITPATNYLKEC KAl TIOALTLKEC TILOAOYNONG
MpoodLoplopndg APLOTNC TLUAG

ETtikoLvwvLaKr) TOALTLKA
Awadnuion, Mpowbnon MWARCEWV Kal SNUOCLEC OXETELG

MAPKETLVYK UTINPECLWV

ZTPATNYLKEG LAPKETLIVYK YLOL ETIXELPNOELG
Mapoxn unmnpecLwv

E€unnpétnon napandévwy meAatwy

Texvikég avaiuong- SWOT analysis

O Ztpatnywkog Ixedlaouodg (Marketing Plan),
‘Evvola, onuaocia Kot avantuén evog ZTpatnyLlkou
Yxeblaopou

HOwn kot MApKeTIVYK
TPOMOL AVTIUETWIILONG KAl ETUAUGONG NOIKWV EpWTNHUATWY

14
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Emixelpnuatikn nOKR wg oTPATNYLKOG TAPAYOVTAC ETUTUXLOG

Baoweg €vvoleg tnG Epodiaotikig/Logistics

ZtoxoL ko Baotkég Asttoupyieg tng Epodiaotikng/Logistics
Eloepxopevn kat E€epxopevn epodiaotikn (Inbound ka

(0]

MeAAOVTIKEG MPOKANOELG KOIL EUKOLPLEG OTNV
Edodbiaotikr/Logistics

ErmavaAndn yla TeEAKEG €EETAOELG

MeBodoAoyia AlaAgeLg, uBpLdikn idaokahia, Mapouoidoelg, Epyaoieg (opadikég ry /kat
Adaokahiog atoptkeg), Evdidpeon Eetaon, Tehwn E§etaon
BiBAloypadia Anattoupevn BifAoypadia

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
Exb06tng: Rosili
Xpovia: 2020
ISBN-13:978-618-5131-73-9
4. TitAog: ApXEG TOU HAPKETLVYK
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 Mabnuatog

Elcaywyn otig Emuyelpnosig

Kw&kog SEC 111
MaBruatog

TOMOG HaBnuatog | YIOXPEWTIKO
Eninedo MoTOMOoLNTIKO

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

Ovopua Aldackovta

ECTS

AlaAé€elg / 2 Epyaotnpla / -
eféoupada efdopada

Jtoxol Mabnuatog

2TOX0G

ToUu padnpartocg eival va 600¢et Epdaocn otnv avfavouevn onuacia

TWV aAAAOYWV TOU ETIXELPNUATIKOU TIEPLBAAAOVTOC TOYKOOUIWG, TWV

XOPOKT
ETUXELP

NPELOTLKWV TNG ayopag Kol TwV MTPOoRANUATWY TTOU avTleTwtilouv ot
NUOTIEG KOlL OL ETILXELPOELC YEVLKOTEPOQL.

Mabnolaka
AmnoteAéopata

Na eival og B€on va KATavoroouV ToVv pOAO TWV ETIXELPHOEWVY KoL
TLG TTPOKANROELG TNG AyOPAC.

No avaAUOUV TO ETLXELPNUATLKO TIEPLBAAAOV.

Na gival og B€on va dlaxelpilovtal TIC ETUXELPNMUOTLKEG
SpaotnplotnTeg.

Noa avayvwpilouv va LKAVOTIoLoUV TIG OlVAYKEC KAl TG ETOUUIEG TwV
TEEAQTWV.

Noa eTSEIKVUOUV IKOVOTNTO XELPLOMOU BEUATWY IOV oXeTI{ovVTal Pe
TLC ETUXELPAOELG, TN SLOXELPLON, TO LAPKETLVYK

Mpoarmnattolpeva

Kavéva

JUVOTOLTOUEVA

17



A ®OPEAS. AIATOAAIZHE KAI NIZTOMOIHIHE THE NOIOTHTAS THE ANQTEPHY EKMAIAEYSHE
CYQAA™ CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// eNQa.

Meplexopuevo
MaBnuatog

EBSopadeg

Mabnolakd AntoteAécpata Kot Meplexopevo Mabnpatog

1-2

T elvau Emuyeipnon; Eloaywyn otig Emuxelprnoetg, to
Emixelpnuatikd ZUoTno amoTeAELTOL OTTO: EUMOPLO —
npoodopd, {ATnon Kol ayopd, avlpwrivo SUVOULKO
(avBpwmol, epyalduevol), opyavwon — dopr), oToxol,
OTPOTNYLKEG KL TIOALTLKEG, OL TECOEPLG TTapaywyLKol
TIAPAYOVTEG (TIOPOL) TTOU XPNOLUOTIOLEL LA ETALPEL YLO VAL
napayel ayaba kat untnpeoieg: I'n, Epyaocia, Kebahalo,
Erxeipnon., MpooavatoAlopog otnv ayopd, AuvatotnTeg,
Anuoupyia Aglag yia Melateg, Opapa ayopag, AmooToAn,
OTOXOL KOL OTPOTNYLKEG.

H E§EMEN Twv Emyelpnoswv. H Blopnyavikn Emavactaon
— Néeg Eukalpieg, Zntipata kat AAayEG yia tnv EEEALEN
Twv Emyelprioewyv, Ano tnv avtalAayr oto XprHo KoL To
kedaAatlo, Tunuatomnoincn tng ayopdg, MpoodLloplopog
TUNUATWVY ayopdc.

AP nOkwv anopAacewv Kat SLoXEipLoN LG KOLVWVLKA
unevOuvng emyeipnong Katavonaon tng Emelpnuatikig
HOwn ¢ ,Mwg oL Opyaviopoi emnpealouv v NOLKNA
ouunepltdpopa, Alaxeipion pag Kowvwvika YmeuBbuvng
Erueipnong, EuBuveg mpog ta evéladepoueva pépn,
Taoelg Asovtoloyiag kat Etatpikig Kowwvikng EuBuvng

Awoiknon kot Hysola otoug onpepvoug opyaviopoug O
P6Ao¢g tn¢ Aloiknong; Zxedlaopog;Opydvwon,
KaBobnynon, EAeyxog; AlcuBuvtikol poAot; AlotknTika
npooovta, Taoelg otn Aloiknon kat tnv Hyeola

Kivntpa Epyalopévwv

Mpwipecg Bewpleg KVATPWV

Ot MeA£teg Tou Hawthorne

H lepapyia Twv Avaykwv tou Maslow

OL Oswpleg X kat Y Tou McGregor
Oewpla KIVATPWV-UYLELWVAC Tou Herzberg
JUyXPOVEC anmoPEeLC yLa Ta KivnTpa

Ao tn Bewpla KIVATPWV oTNV EPapuoyn
Taoelg oto kivntpa Twv epyalopévwy
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EvSiaueon E€€taon

Hyeoia, emppon Kat EMKOWVWVIA oTnV EMLXEipnON,
XopaKTnpLoTKa Kal de€LotnTeC nyeoiag, NMpoowrika
XOPOAKTNPLOTIKA, AleuBuvtikég Se€lotnTeg, ITUA nyeoiag:
JUVOAAOKTLKA NyEoia KAl LETAOXNUATLOTIKA nyeoia, AAoL
TUmoL nyeoiag: O8nyleg, YOOTNPIKTIKEG, ZUUUETOXLKEG,
MpocavaTtoAloUEVEG OoTa ETUTEVYHATA, EMikowwvia, Miypa
Mpow6nong, Npowbnon MWANCEWYV, TTPOCWTKEG
TIWANOELG, ZTPATNYLKEG SNUOCLWV OXECEWV

Awayxeipion AvBpwrniivou AuvapkoU: Artoktnon Kalt
avantuén 6e€LoTATWV Kal LKAVOTATWY TWV pYAlOPEVWY,
TIEVTE OUVIOTWOEG TOU CUCTAHATOG avBpwrivou
SuvapkoL: mpooAnyn kat erhoyn, ekmaibevon Kot
avanrtuén, afloAoynon anodoong kat avatpododotnon,
ApolBEg kal MapoxEg kat Epyaclakég IXEOELG

10

Ixe6La0pO6¢ OpyavWTIKWV Aopwv

Kataokeur) OpyavwTikwv Aopwv

ZUYXPOVEG AOMES

Xprion opdadwv yla evioxuon Tou KWVATPOU KL TNG
anodoong

E€ouoia—Anuloupyia OpyavwTikwy IXECEWV
BaBuog Zuykevtpwtlopou

Oewpnoelg Opyavwtikou Ixedlaopol

H Atunn Opydvwon

Taoelg otnv OpyavwTtiki Aoun

11

Texvoloyia MAnpodopLKN G Kot NAEKTPOVLKO EUMOPLO:
Awayxeiplon mAnpodopLlwy, yvwong KoL EMXELPNUOTIKWY
oxéoswv, MAnpodopLkr, yvwaon Kal nyeoia mpog to mANpeg
TIAEOVEKTN A, cuotnua MIS — Zuotnua yvwong,
HAeKTpOVIKO eumoplo, Aladiktuo, Zuvexng Habnon yla Tig
ayopég, Epeuva papketvyk, H mpokAnon tou Aladiktuou,
auvfavopuevn xprion kat avnouvyio www, Internet, intranets,
extranets

12

MoAvebvikég kat to NMaykoouto MepLBaAiov
Erxelpioswv, NoAuebvikég Etatpeieg (MNCs), To
MNaykoéouto NepBariov, MoAuvebvikég Auvapelg: PESTEL:
MoALtiko, OlkovouLko, Kowwvikd, TEXVOAOYLKO,
MNeptBaAlovtikd, Nopko.

13

MapouoLaocelg
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| 14 \ ErmavaAndn ya tig TeAkég E€etdoelg |
MeBobdoloyia AlaAé€elg, uBpLdkn didaokalla, Mapouoldoels, Epyaocieg (opadikeg i /kal
Aldaokahiag QTOMLKEC), EvBlapeon EE€Etaon, TeAkn EEEtaon
BlBNIoY padia Anastoﬁuevo BiBAio: ’ ’ , '
Anpntplog¢ Mmoupavtag (2015) Mavatluevt Ekbooelg Mmnévou
ISBN 9789603591177
ErunpooBOetn BiAoypadia
MavtZapng Mavvng (2003)z0yxpovn opyavwon Kol SLoiknon eMmXELPOEWY,
Exb0o0elg MKloupdag
Tlwptlakng, K, TCwptlakn, A (1999) Opydvwon kat Aloiknon, Ekd60eLg
Rosili XoAéBag A (2004) Apxeg Opyavwaong kot Atoiknong, Ek600oeLg
Interbooks
Zévn BiBAoypadia
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 g 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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Tithog 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
Stéx0L MOBRUOTOC H oupnepidpopa tou meAdtn anoteAel £va and ta Bactkotepa Kot

oUVOETA {NTAMATA OTO HAPKETIVYK KOL YEVIKOTEPQ OTNV
emyelpnuatikotnTa. Nvwpilovrag tn cupnepidpopa kat tnv YuxoAoyia tou
neAatn oag, pnopeite va avtiAndOeite nwg AapBAavel TLC AyOPACTIKEG TOU
ano¢pAoELG, TTOLOL TTAPAYOVTEG TLG EMNPEAIOUV Kal WG AELTOUPYEL HETA
NV ayopd. To yvwolako nedio tng cupnepLpopdg Tou KATaVaAwTh
ayyilel Oswpia Kl TPAKTIKEG OO TO LAPKETLVYK, TNV YuxoAoyia, Ta
OLKOVOLKQ, TN OTATLOTLKNA, TNV KOWWVLIOAoyia Kat Tt HEAETN TG
oupnEPLPOPAG ATOUWV KoL OUASWV.

Ave€aptnta amno to péyebocg g emyeipnong Kat to idog tou mpoidvrog/
UTINPECLAG TTOU QUTH TIPOOPEPEL, OL TIEAATEC TNG TIPETEL VA EEPOUV OTL TOUG
emubuAdooeTal pLa EEALPETIKN PETAXEIPLON, OXL LOVO WG TTPOC TNV oLOTNTA
TOU MPOIOVTOC, AAAA Kol WG TIPOG ToV 0eBACO OToV KatavaAwTth. Movov
€ToL n eneipnon Ba €xetL to mpoBadlopa ot MWANCELS, kKepSilovtag kat
Slaodpalilovtog onUavTiko HepiSlo otnv ayopd mou ameuBuvetat. Auto
anattel pla prthocodia mou va Stamepva OAn TV ETIXELPNON, UL ETOLPLKN
KOUATOU PO TTOU VO OTOXEVEL TIAVTA KOl VO EUPEVEL OTN SLOTrpnon ULag
aygoyng e€untnpétnong. Ot emikepaAng TG emxeipnong enwpilovtal T
Slopopdwon pLag TETolag KoUAtoupag Kot ppovtilouv yla Tn cwotn
Slaxuon tng ota oteAEXn. ALOTL N ppovtida Tou TeAATN EXEL AUECO
avtiktumo otnv kepdodopia kat otn poakpoPLotnTa TNG EMIXEIPNONG AN
KalL 0TNV LKavoTtolnon tou avBpwrivou Suvapkol tne.
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e Ta dedopéva, ta odpEAN anod tnv adociwon Kal oeBacpd otov

MaBnolaka ’
AnoteAéopata melatn
o EfakplBwote TL BEAOUV oL MEAATES OOG
e Avaluong kat epapuoyr Twv «4 P» (Product, Price, Place,
e avadelfn KAl AVTLLETWIILON TIAPATIOVWV TWV TEAATWYV OO,
e Honuaoia tng nyeoiag otnv e€unnpETnon Kol LKAVOTIOLNON TOU
avBpwrivou Suvapkol
e Yuyxoloyia tou meAdtn Kot N chpaocia tng
Mpoamnattolueva Kavéva Juvanattovpeva
MepLEXOUEVO EBSopadeg , ' 'AVQAU'CI.KI'! UAN ' ’
MaBijpatoc 1 Mati n e§unnpetnon €xeL onpoaoia; Ta dedopeva, Ta opEAN

amno tnv adociwon

To XOpaKTNPLOTIKA TNG EMITUXLOG

H onuacia tng nyeciag otnv efumnpétnon — TOLOTIKN
nyeoia, TL elval nyeoia;, €vioxUoOVIag TIC NYETKEC OOC
LKAVOTNTEG, opadIKn epyaocia, To Opapa eEunnpétnong tou
neAarn.

3-4 Wuxoloyia tou teAdtn:

e Tati avalnta éva npoidv/pa unnpeocia;

e Nwg anodacilel yia tnv ayopa tov;

e Me nota péBodo to ayopalet;

e NwWwg, O€ TL TOCOTNTECG, TOCO CUXVA KOl yLOL TTOCO
SLdotna To KATUVaAWVEL/XPNOLLOTIOLEL;

e Nwg to aloAoyel HETA TNV ayopa Tov;

5-6 Eotidote otoug meAdteg oag — n aAvcida e€umnpgétnong Tou
nieAatn, e€akplBwote tL BEAOUV oL MEAATEG oaG,
Snuoupywvrtag KAlpa e€umtnpgtnong

EnavaAnyn yia eviapeon e€étaon

7 EvSiapeon E¢€taon
8-9 MNwg o meAdtng Blwvel tn oxéon tou pall pog — dlaxeiplon
NG eUMeLplag tou eAdatn — Ta «4 My.
10 O£TOVTOG KAl LETPWVTAC TIPOTUTIA EEUTINPETNONG
1 Alomowwvtag ta apdnova. — avadelEn mapanovwy Twv

TIEAQTWV 00G, AVTLUETWTILON TIAPATIOVWY UE BETIKOTNTA,

Slaxeiplon moapanévwv

22



A ®OPEAZ AIAZOAAIZHE KAl MIZTOMOIHIHE THE MOIOTHTAZ THE ANQTEPHE EKMAIAEYEHE

CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// @NQa.

1 Eviaia kouAtoUpa TG eTalpeiag — Ta XOPAKTNPLOTIKA ULOG
auBevTIKAG eTalpeiag eEumnpétnong, mpocAnyn Kat
npoaywyn, Se6ouéva Kot Epeuva, LETPWVTAC Kal
aflodoywvtag tnv anodoon.

MapoucLAcELg

14 ErmavaAnyn yia TeAKEG e€ETAOELG

MeBobdoloyia
AldaokaAiag

AlaAé€elg, uBpLdkn didaokalla, Mapouoldoels, Epyaocieg (opadikeg i /kat
QTOMLKEC), EvBlapeon E€Etaon, TeAkn EEEtaon

BiBAloypadia

Anattovpevo BifAio

TitAog: Yrodelypatikn EEunnpétnon MeAatwyv
Juyypadéag: Mpwtonamnadakng lwavvng N.
Ek8OTNC: ZTapoUANG

‘Etog €kd.: 2015

ISBN: 9789603519867

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
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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 assignments 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

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
e 18 academic and non-academic staff for training
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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. HumaCapiAct in Italy, JOIST in Greece

2. Learning Detrous V.A. in Cyprus

3. Erasmus Learn in Crete

4. Kutaisi University in Georgia

5. 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
UNIVERSITE DE Business and administration, .
1 BRETAGNE SUD F VANNESO4 Accounting 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('iministration, '
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 h ://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
1p | University of Social | | oh0g Cosmetology san.edu.pl Poland 2028/29
Sciences in Lodz
Akademia Nauk pL
13 Stosowanych Business and administration ans.edu.pl Poland 2028/29
. 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
MNPOBAEMOMEMNA EZOAA 2023-24 | 2024725 | 2025/26 |2026/27 | 2027/28
ANAMEMNOMENO! @OITHTEZ @EINOMNOPING EZANMHNO 11 12 10 15 18
ANAMENOMENO! DOITHTEE EAPING EZAMHNO 0 0 o 0 0
TEAOZ EMPAPHI EIZAOXH @EINOMNOPING EZAMHNO 100 1100 1200 1000 1500 1800
TEAOEZ EMMPADHE EIZAOXH EAPING EZAMHNO 100 o o o 0 o
ALAAKTPA (EIZAOXH (AINOMNOPING EZAMHNO) 4200 46200 50400 42000 63000 75600
AILAAKTPA (EIZAOXH EAPING EZAMHNO)] 4200 o o o 0 o
AY=HIH / MEIOFH AIAAKTPON - - - - -
MpopAsmopsva Eooda ATI00 51600 A3000 64500 FTA00
MPOBAENMOMEMA EZ0OAA 2023-24 | 2024725 | 2025/26 |2026/27 | 2027/28
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, ONTIKOAKOYEITIKA MEZA, TPAMEILA 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

| NMpopAsmopsva KEpsn f EAASLpO 3336 2336 -2140 16660 28060
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NEX 8

Student-centered Learning, Teaching and Assessment (ESG 1.3)
EvepynTucny Avdvocwkosio, Madnen kol Alvordynon s Emikevrpo o LortnTi
(Innovative Teaching Methodologies)

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

O rganization 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 Iin 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 platfiorm 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 communication with the teaching
personnel, are effective through Email, Moodle, Studenis in Commitiees, Studentis
Velfare Services.

Control mechanisms for student performance are effective.

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

- CDA College has established a plethora of condfrol mechanisms fo ewvaluate
students” performance.



10.

11

12.

:
Y
~") o~

AOOPEAZ AIAZQAAIZHE KAl MIZETOMOIHZHE THE MOIOTHTAZ THZ ANQTEPHE EKMNAIAEYZHE
CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqgarz eNQ3a.

i

f
[

= Students are assessed through the following mechanisms:

= Theoretical knowledge (Lectures) and the praciical application of theories

- Participation in the classroom

= Contests, Tests, Quizzes

- 1-2 Wiritten assignments either individually or in groups

= Analysis and discussion of case studies

=  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. Part A: Theory
and FPart B: Practice

= Study and critical review of scienfific or business work (e g. Business Plan)

- Professional development and training 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 final delivery to the students.

Support mechanisms for students with problematic academic performance are effective.

= Before each semester all faculty and administrative staff are aware if there are any
students with leaming problems.

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

= There are academic meetings after exams discussing any problematic academic
performance.

=  Additionally, the College follows specific instructions set by the Ministry of Education
for students who have cerain leaming problems/disabilities by offering them other
educational methods such as different written examination paper, oral examination if
needed, additional examination time and flexibility.

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

At CDA College there are satisfactory mechanisms for complaint management and for
dispute resolution such as:

=  Students Complaint Form

=  Complaint Managament & Dispute Resolution policy

The academic staff applies an innovative teaching methodology with a plethora of

fteaching methods to achieve the objectives of the module such as:

= Al the teaching staff clarifies to the students from the first week of classes the
teaching methodology, the course confent and student's assessment methods
through the course outline of each module and Moaodle.

= Lecture presentations through PowerPoint

= Class discussion conducied by teacher

- Recitation oral questions by teacher answered orally by students

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

= Practical exercises, Laboratory experiments performed by more than two students
- Prohlem solving or case studies

=  Supervised individual/group project work

- Reading assignments in journals, pericdicals eftc

Assignments, tests, quizzes



13.

14,

15.

16.

17

18.

K
%
- A

AOOPEAZ AIAZQAAIZHE KAl MIZETOMOIHZHE THE MOIOTHTAZ THZ ANQTEPHE EKMNAIAEYZHE
CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar7 eNQa.

]
&

¢
&=

The methodology of each course is suitahle for adults.

= Al lecturers follow a seminar on the Principles of Adult Leaming Sftrategies such as

the Adults:

Bring prior experience and knowledge with them.

Walidate where people are. Create allies, not pupils.

Want to know what's in it for them (WIFM)

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 yvou and feel like an active part of the leaming process

Expert to be respected

Enjoy active lzaming, small group exercise and moving around the room. Yary

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
mnot tearnng them down

= Like to laugh

Continuous-formative assessment and feedback are provided to the students regularly
through Course Cutlineg, Rewvisions, 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 system is:
= Course Waork 50% which consist off midterm exam, tests, assignments,

participation,

Final Exam 50% and

FPassing mark 60%

Educational activities which encourage students” active paricipation in the leaming
process, are implemented through:
= (Case Studies analysis
- Discussion & decision making,
- Role Playing,
Critical thinking and
Project presentation

Teaching materials {(bhooks, manuals, joumals, databases, and teaching notes) meet the

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

« DA College has four (4) libraries in Limassol, Nicosia., Lamaca and Pafos
capitalizing on interdibrary loans and YPM services.

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

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

« CDA College is fully committed to developing and promoting research activity.

« CDA College strongly supporis and encourages faculty staff's research activities.

+ In 2016, the College has established the Research Cenftre "Aristotelis™ so as to
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 feaching 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 topics and processes

*« Complete small-scale independent research assignments, collaborate with
researchers as research assistants or participate in research placements

+* Undertake small-scale (group) enguiry into specific learning and teaching activities

» Engage students in data collection, analyzing raw data or peer reviewing conference
papers or draft joumal 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

Practical 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

Supemnvised individualigroup project work

Textbook assignments

Reading assignments in joumals, periodicals etc.

Assignments, tests, quizzes

Library research on topics or problems

Field trips

Open textbook tests, take home tesis

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

Oral reports Presentations by students

Students Reading aloud

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

Problem Base Leaming (PBL)

Flipped learning

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