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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 (CYQAA), 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] and the European
Standards and Guidelines (ESG).
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Guidelines on content and structure of the Follow-up Report

CYQAA has a consistent follow-up process for considering the action taken by the institution
toward the improvement and further development of the CYQAA externally evaluated and
accredited institution / department / programme of study. The present Follow-up Report should
recount, synoptically, institutional action taken toward the implementation of the remarks
indicated in the CYQAA Final Report.

The Follow-up report should provide evidence {via website links} and appendices at the end
of the report on how the remarks of the Council of CYQAA have been adhered to.

The remarks indicated in the CYQAA Final Report should be copied from the corresponding
report and be followed by the institution’s response.

The institution may add any other institutional action taken towards the implementation of ESG
aiming at the improvement of the institution / department / programme of study.
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1. Remarks on the CYQAA Final Report

The Agency requires from the Institution to:

o Develop and submit a policy regarding international collaborations giving the opportunity to students
to do training abroad.

e Create a clear policy on student welfare and counselling support and include the relevant procedures
in the student handbook.

® Proceed with the addition of basic legal aspects related to office administration to various courses of
the programme
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2. Institution’s Response

Recommendation 1: Develop and submit a policy regarding international collaborations giving the
opportunity to students to do training abroad.

KES College has developed and is submitting in Appendix A its policy on international collaborations that is
expected to heighten the students’ interest on participating to training and learning opportunities abroad.

Recommendation 2: Create a clear policy on student welfare and counselling support and include
the relevant procedures in the student handbook.

KES College has developed and is submitting in Appendix B letter its policy on student welfare and
counselling support. The relevant procedures will be included in the student handbook.

Recommendation 3: Proceed with the addition of basic legal aspects related to office administration
to various courses of the programme.

Following the EEC’s recommendations, dated 07/07/2023, which stated that “more emphasis should be paid
to the legal aspects related to office administration”, the KES College team, on its response dated 10/10/2023,
outlined the actions it has taken to enhanced the content of the course OFMA100 Office Administration
and Customer Relationship Management, having added legal aspects related to data protection and the
necessity of protecting personal information. Within said report, the team also introduced the course
OFMA204 Office Administration for Health Professionals which also included legal aspects in its content
(see for instance: “Electronic and Physical Health Record Management, Management and protection of
patients' personal medical data, Patients’ rights, negligence and malpractice, privacy and confidentiality, and
decision making).

In order to satisfy the CYQAA'’s requirements on proceeding with further enhancing the content of other
courses with basic legal aspects, as seen in Recommendation 3 above, the team proceeded with the
following actions:

1. Introduction to Financial Office Administration (ACCT110): The course has been enhanced with
content on common practices related to data security in accounting and basic company law.

2. Technological Applications to Financial Office Administration (OFMA103): The course has been

enhanced with content on common practices related to handling documents and data with
confidentiality, following good practices on accounting data security and confidentiality.

3. Meetings and Event Planning (OFMA104): The course has been enhanced with content on health
and safety standards for events, following relevant standards and guidelines.

4. e-Office (COMP209): The course has been enhanced with content relevant of legal aspects they
relate to the use of online tools and breaches of confidentiality, integrity and availability.

5. Social Media Management (OFMA201). The course has been enhanced with content relevant to
copyright issues and the use of creative common materials when posting on social media.

Please find the updated syllabus in Appendix C
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C. Other institutional action taken towards the implementation of ESG aiming at the
improvement of the institution / department / programme of study.

N/A



W

©OPEAY AIAZOANZHE KAl NIXTONOIHIHE THE MOIOTHTAY THE ANQTEPHY EKNAIAEYZHE ~
A" CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar# eNaa.

D. Signatures of the Internal Quality Assurance Committee
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Appendix A

Policy on International Collaborations and Training Abroad
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Policy on International Collaborations and Training Abroad

Introduction:

KES College acknowledges the significance of international collaborations in fostering professional
development and promoting cross-cultural understanding among teaching staff, administrative
staff, and students. This policy aims to outline guidelines and procedures for facilitating training
opportunities abroad for all members of the college community. KES College is offering the
opportunity in multicultural environment to promote cooperation and understanding. The College
is setting a strong basis for implementing its International Strategy at the EU level.

Partnerships

KES College has conceived and applied a strategic decision to operate as a specialist institution
associated with the study programs it offers. This fact constitutes a basic criterion in choosing our
ERASMUS partners.

ERASMUS Charter for Higher Education:

KES College is privileged to be approved by the European Committee to participate in the
ERASMUS Charter for Higher Education 2021 - 2027. This accreditation underscores our
commitment to internationalisation and cooperation in higher education. KES College has
established collaborations with academic institutions abroad, allowing the expansion of our reach
and academic programme portfolio. The students can benefit from the many Erasmus opportunities
offered to them and to gain experience that will be useful to them in their future careers. Our
Institution aims to expand our network of partners in other countries where cooperation agreements
can be cultivated and developed for mutually beneficial outcomes. This is related to our mission as
an Institution, where we place a major focus on preparing our graduates to enter the labour force
as soon as possible and with as many academic tools they need to succeed in their future carriers.
The College encourages its students and staff members to make use of the Erasmus+ mobility
programmes and, with the ample support of the Erasmus Office, to look for exchange opportunities
that might benefit their studies or future career.

ERASMUS Charter for VET

KES College is privileged to be approved by the European Committee to participate in the Erasmus
Charter for Vocational Education and Training (VET) 2021 - 2027. The Charter enables the college
to provide students with the opportunity to participate to internships and apprenticeships abroad,
thus enriching their learning experiences. Faculty members and administrative staff may also
benefit from professional development opportunities through exchanges and training in other
European institutions. Additionally, KES College can establish strategic partnerships, participate in
joint projects, and access Erasmus+ funding, all of which contribute to continuous improvement
and innovation in their vocational education programmes.
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5. Responsibility:

The Erasmus Office is tasked with overseeing and coordinating international collaborations staff, and
student training abroad. This department is responsible for establishing partnerships with international
institutions, organising exchanges (incomings and outgoings), and ensuring compliance with
ERASMUS guidelines. Is responsible for managing and coordinating all Erasmus+ program activities,
ensuring they align with program guidelines and objectives. This includes organizing international
internships and exchanges for students and staff, facilitating professional development opportunities,
and maintaining partnerships with other European VET institutions and businesses. The officer also
manages the Erasmus+ funds, ensuring their proper allocation and utilization, and prepares detailed
reports on program activities and outcomes. Additionally, they provide essential support and guidance
to participants, ensuring a smooth and enriching experience for all involved.

6. Eligibility:

All teaching staff, administrative staff, and students of KES College are eligible to participate to training
opportunities abroad, provided they meet the criteria set by the host institution or training programme
and fulfil any prerequisites specified by the ERASMUS programme and internal criteria, set forth by
the responsible Erasmus Committee.

7. Application Process and Selection Criteria:

Interested individuals must submit an application through the Erasmus Office, indicating their
preferred destination, duration of training, and objectives. Applications will be evaluated based on the
relevance of the training to their professional development goals and the potential impact on their role
at KES College. Their applications are subject to review from the Erasmus Committee. Priority may
be given to applicants who demonstrate a strong commitment to internationalisation and a clear plan
for knowledge transfer upon their return.

8. Pre-Departure Preparation:

Selected participants will undergo pre-departure orientation sessions organized by the Erasmus
Office. These sessions will cover topics such as cultural adaptation, travel logistics, safety guidelines,
and expectations for the training period abroad. Pre-departure preparation for Erasmus participants
at KES College involves several key steps to ensure a smooth and successful experience abroad.
This includes organising informative orientation sessions to brief students and staff on their
destination's culture, language, and practicalities such as accommodation and local transportation.
The Erasmus Officer provides essential documents, such as travel and health insurance, and ensures
participants understand their academic or training responsibilities. Additionally, they offer guidance
on financial planning, safety, and emergency procedures, ensuring that all participants are well-
prepared and confident for their international journey.

9. During Training Abroad:

Participants are expected to represent KES College positively and professionally while abroad. They
should actively engage in the training programme, collaborate with colleagues from the host institution
or organisation, and abide by any relevant regulations or codes of conduct. During their training
abroad, Erasmus participants from KES College are supported to ensure a fruitful and enriching
experience. The Erasmus Officer maintains regular contact with participants, providing ongoing
assistance and addressing any issues that arise. Participants are encouraged to immerse themselves
in the local culture, apply their skills in real-world settings, and develop both professionally and
personally. They are also required to document their progress and achievements, ensuring their
training objectives are met. This support system helps participants maximize the benefits of their
international experience, fostering growth and learning in a global context.
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Post-Training Evaluation:

Post-training evaluation for Erasmus participants at KES College involves a comprehensive
assessment of their international experience. Participants complete feedback surveys and
reflection reports to detail their learning outcomes, skills acquired, and personal growth. The
Erasmus Officer conducts debriefing sessions to discuss these insights and address any
challenges faced. This evaluation process helps in measuring the success of the training,
identifying areas for improvement, and ensuring the experience aligns with academic and
professional goals. The gathered data is used to enhance future Erasmus programs, ensuring
continuous improvement and better support for upcoming participants.

Compliance:

All international collaborations and staff / student training abroad activities conducted by KES
College will adhere to the guidelines set forth by the ERASMUS Charter for Higher Education and
any other relevant regulations or agreements with partner institutions.

Review and Revision:

This policy will be periodically reviewed by the Erasmus Office to evaluate its effectiveness and
make necessary revisions based on feedback and evolving needs. Recommendations for
improvement from participants will be considered in the revision process.

Conclusion:

By embracing international collaborations and providing opportunities for staff / student training
abroad, KES College reaffirms its commitment to fostering a culture of lifelong learning,
professional growth, and global engagement within the college community. Through these
initiatives, we aim to enhance the quality of education and strengthen our position as a College
dedicated to maintaining high standards in higher education.
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Policy for the Mental Well-being of Students at KES College
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Policy for the Mental Well-being of Students at KES College

1. Introduction:

At KES College, we recognise the importance of prioritising the mental well-being of our students to
ensure their holistic development and academic success. This policy aims to outline guidelines and
procedures for addressing mental health concerns among students in a supportive and effective
manner.

2. Responsibility:

The Student Affairs and Welfare Services (SAWS) department at KES College shall be directly
responsible for overseeing and coordinating support services related to the mental well-being of
students. SAWS will collaborate closely and refer students to mental health professionals within the
National Health System of Cyprus, when deemed necessary, to ensure students receive appropriate
care and assistance whenever they ask for it and pursue treatment.

3. Student Support Structure:

a. Programme Coordinators: Programme Coordinators will assist students in accessing relevant
resources and accommodations to manage their mental health while pursuing their academic goals.
They will alert the Head of SAWS when a case requires attention.

b. Student Mentors: Assigned teaching staff from each department will act as student mentors,
offering support and guidance to students experiencing mental health difficulties. Mentors will also
facilitate communication between students and the programme coordinator which in turn can
cooperate with SAWS as mentioned in section 3.a of this policy.

4. Procedure for Addressing Mental Health Concerns:

a. ldentification: Students may self-identify or be referred by faculty, staff, or peers if they exhibit
signs of mental distress.

b. Initial Assessment: Upon identification, SAWS will conduct an initial assessment to evaluate the
student's needs and determine the appropriate course of action.

c. Referral to Mental Health Professionals: If the assessment indicates the need for professional
intervention, SAWS will refer the student to mental health professionals within the National Health
System of Cyprus.
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d. Support and Follow-up: SAWS will provide ongoing support to the student, including regular
check-ins and follow-ups to monitor their progress and ensure they are receiving the necessary
assistance.

5. Confidentiality and Privacy:

All information shared by students regarding their mental health will be treated with the utmost
confidentiality and privacy, in accordance with applicable laws and regulations.

6. Awareness and Education:

a. KES College will conduct regular awareness campaigns and educational programmes to promote
mental health literacy and reduce stigma surrounding mental illness.

b. Training will be provided to faculty, staff, and student mentors to equip them with the skills and
knowledge needed to support students' mental well-being effectively.

7. Review and Evaluation:

This policy will be reviewed periodically to assess its effectiveness and make necessary revisions
based on feedback and changing needs.

8. Compliance:

All members of KES College’s community, including students, faculty, and staff, are expected to
comply with this policy and actively contribute to creating a supportive environment for mental health.

Conclusion:

By implementing this policy, KES College reaffirms its commitment to promoting the mental well-being
of its students and ensuring they have access to the support and resources needed to thrive both
academically and personally.
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Course syllabi
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Course title Office Administration and Customer Relationship Management
Course code OFMA100

Course type Theoretical

Level Diploma

Year /| Semester

1St Year / 15t Semester

Teacher’s name

Panayiota loannidou, Sophia Kyrillou

ECTS

Laboratories

10 Lectures / week |5 | week

Course purpose
and objectives

The aim of the course is to teach students the basic principles of office
administration and at the same time to emphasise on the issues of
professional behavior, work environment and the importance of
safeguarding personal information. Furthermore, the course emphasises the
importance of developing and maintaining a “customer- centric" mentality,
taught within the context of Customer Relationship

Management.

Learning outcomes

Upon the completion of the course, students are expected to:
Knowledge:

1. Become acquainted with the basic structure and organisation chart
of a company and the various business departments that are often
met in a company

2. Know the basic behavioural frameworks and understand business
attire.

3. Comprehend the importance of a positive workplace culture in the
employees’ day-to-day performance

4. Recognise the organisational need, benefits and process of building
a long-term customer relationship

5. Explain the process related to effective office administration,
including ways of archiving and filling and retrieving folders and files,
safeguarding the protection of personal data.
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Skills:
6. Demonstrate a behaviour that is costumer-centre
7. Effectively handle day-to-day communication
8. Be able to use office equipment efficiently
9. Apply filling process and processes that allow them to retrieve
business files and folders.
Competences:
10.Be in a position to organise the various tasks that an office

administration is responsible to carry out on a daily basis,
demonstrating some abilities to prioritise tasks.

Prerequisites

Required

Course content

| Office Administration

The role and duties of an office administrator
Managing incoming and outgoing calls
Types of correspondence and methods of management

e Conventional formats of correspondence
e Electronic correspondence

Filing management

e Filling methods
e Filling materials
e Types of archives

e Personal data protection and archive management: What is

personal data and why it should be protected

e When the General Data Protection Regulation (GDPR) is
applied?

e What are the requirements when it comes to the collection,

storage and management of personal data under the
GDPR.

e Standard office equipment

e Body language in communication

e Professional behaviour

e Professional appearance
e Basic concepts of a work environment:

e Arrangement of personal space
Work relationships

The role of management
e Ergonomics in the workplace

Il Customer Relationship Management

e Identifying business customers

e Value of Customers
Commitment-Trust-Satisfaction
Customer Lifecycle Management

10
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The value of customer loyalty

The importance of customer service

Customer Relationship Management (CRM) — Interpretation, strategic
CRM objectives and utility

The S.C.O.P.E model.

Components of a CRM model, utility, and benefits

Customer relationship management as a continuous process

Course type

Teaching is carried out using power point presentations, lectures, video
presentation, classroom discussions and demonstrations.

Greek Bibliography

Kuplaki-Mavéaon, A., kai Kouhoupng, A. (2015). Alaxeipion Wneiakou
Mepiexopévou. [Managing digital content]. Kallipos, Open Academic
Editions http://hdl.handle.net/11419/2496.

Mavvakotmouhog, [., Bouvroupn, B. (2016). Eicaywyj otnv
Apxelovouia [Introduction to Archives Management]. Kallipos, Open
Academic Editions. https://hdl.handle.net/11419/6320

BakoAa, M. kai NikoAdou, I. (2019). Opyavwaoiakry Yuxohoyia &

TupTrepIpopa [Organisational psychology and behaviour]. 2N ‘Exdoon.
Rosili. ISBN: 978-618-5131-59-3

OitoINig, M. (2015). Zuothpata Alaxeipiong MeAatelokwy ZXECEWV [
Customer relationship management systems]. In . ®itaoiAng, 2015.
>uyxpova TMAnpogoplakd Zuotiuata Emixeipricewv [Undergraduate
textbook]. Kallipos, Open Academic

Editions. https://hdl.handle.net/11419/2260

@itoidng, 1. (2015). Zuyxpova TMAnpo@oplokd  ZuoTAuata
Emyxeipoewv [Contemporary business information systems ] Kallipos,
Open Academic Editions htips.//hdl.handle.net/11419/2256..
ABpapouUAn, A., Kapayswpyodg A., NTividkng, |., kai Parmn, E. (2015).
2uoTAuaTta Alaxeipiong MeAateiakwy Zxéoswv [Customer Relationship
Management — CRM)]. In D., Avramouli, A., Karageorgos, I., Ntintakis, &
E. Rapti. Epapuoyéc H/Y otnv emimmAorroiia. Kallipos, Open Academic
Editions.
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o [lpwTtomratTaddkng, I. (2015). YTTodelyuaTikKA EUTTNPETNON TTEAATWY :
60 TPOTTOI YIa VA dNUIOUPYNROETE TTIOTOUG TTEAATEG. [Exemplary customer
service: 60 ways for creating loyal customers]. Ekdboeig AB.
21apouAng. ISBN: 9789603519867 http://hdl.handle.net/11419/1486

o [ewpylddou, Z., KAwviCakng , A., Moipa, M., ®pdykou, A. (2015).

Xwpol ypageiwv: Mia I0Topia apXITEKTOVIKAG ECWTEPIKWV XWPWV.
[Office spaces: A narration of interior architect].
https://hdl.handle.net/11419/1786. Kallipos, Open Academic
Editions.

e Solomon, M. R.(2020). ZupTtrepipopd KartavaAwTth : Ayopdalovtag,
‘Exovtag kai Zwvtag. [Customer Behaviour: Buying, having and living].
11N 'Exdoon. Exddosic TQioAag. ISBN: 978-960-418-811-6.

e MmaAtdg, ., kai lMamractaBotroudou, 1. (2013). Zuptrepipopd

katavaAwTr [Customer Behaviour]. 2N ‘Exdoon. Ekddoeic Rosili. ISBN:
9789607745309.

English Bibliography

e Knox, S. (2003). Customer relationship management: Perspectives
from the marketplace. Butterworth & Heinemann. ISBN: 0-7506-5677-

8
e Buttle, F. and Maklan, S. (2019). Customer Relationship Management:

Concepts and technologies. 4th Edition. New York: Routledge. ISBN:
9781138498259

e Kasavana, M. L. (2013). Managing front office operation. oth Edition.
American Hotel & Lodging Educational Institute. ISBN: 9780866124126

e Bussmann, U., Schweighofer, S., and Panz, R., M. (2014).
Organisational Cultures: Networks, Clusters, Alliances. Hamburg,
Germany: Anchor. EBSCO Host. ISBN: 9783954896219

e Salome Van Coller, P. (2016). Coaching Leadership Teams: Getting
Organisational Culture Aligned. Randburg: KR Publishing. EBSCO
Host. ISBN: 9781869225797

e Brandes, U., and Erlhoff, M. (2011). My Desk Is My Castle: Exploring
Personalization Cultures. Basel: Birkhduser.EBSCO Host. ISBN:
9783034607742

e Perrine, J. (2017). Become A Procedures Pro: The Admin's Guide to
Developing Effective Office Systems and Procedures. Julie Perrine
International LLC. ISBN: 978-0982943090.

Webpages

. https://customerthink.com/

. https://europa.eu/youreurope/business/dealing-with-
customers/data-protection/data-protection-gdpr/index_el.htm
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e Attendance and participation: 10%
Assessment e Written assignment for the teaching aspect “CRM” 15%
e Written assignment for the teaching aspect “Office Administration” 15%
e Practical exercises for the teaching aspect “Office Administration”  10%
e Final written examination 50%
Language Greek or English
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Course title

Introduction to Written Communication Skills

Course code

OFMA101

Course type

Theoretical and Practical

Level

Diploma

Year / Semester

1St Year/ 1° Semester

Teacher’s name

Irene Stavrides, Sophia Pratzioti

ECTS

Laboratories

| week 4

10 Lectures / week | 3

Course purpose
and objectives

The aim of the course is to introduce students to the rules of Greek and
English typing while at the same time teaching them the use of word
processing so they can perform everyday tasks related to the creation,
formatting and completion of documents. The course will also aims to
introduce students to the composition of written texts without lexical,
grammar or syntax errors.

Learning outcomes

Upon the completion of the course, students are expected to:
Knowledge:

1. Identify text errors
2. Understand the basic syntax rules in written speech
3. Demonstrate knowledge of how to layout various types of business
documents and how to create related file documents.
4. Recognise good practices as it relates to the development of texts
and the importance of their formatting and layout in word processing.
Skills:

5. Create documents that include elements such as tables, graphs,
links or forms.

6. Type accurately and with typing speed around 30 words perminute.

7. Be able to type, using handwritten samples, various types of business
documents (business letters, notes, travel itinerary, articles,
advertising materials, forms, notices, agendas, programmes, reports)

Competences:

8. Cooperate with other people to accurately create and check
various documents

9. Apply the correct page formatting tools during text formatting

10.Be in a position to format a text using the various options available

through world processors and save the text in their computer,
according to the various circumstances.
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Prerequisites

Required

Course content

| Typing

e Introduction to typing

e Keyboard and finger position on keyboard

e Accuracy and speed exercises (calculating and adapting to speed)
e Subheadings

e Hand written texts — correcting text errors

e Main sections / Structure of business letters. Letter layout methods—
modern, semi-classic, classic style

e Produce a variety of single page tasks consistently e.g.
business letters and memos (blocked/fully blocked style)

e Produce other business documents/tasks e.g. articles,
reports, information sheet, programme, checklist

e Use appropriate margins and line spacing
e Teaching of basic syntax of written speech
e Comprehension of basic terminology

Il Word processing

Formatting
o Text
e Paragraphs
e Styles
e Columns
Objects
e Tables
e Pictures

Referencing

e Captions, footnotes and endnotes
e Citations and bibliography
o Reference tables and indexes

15
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e Bookmarks and cross-

references Enhancing productivity

e Using fields

e Forms, templates

e Mail merge

e Linking, embedding
e Automation

Collaborative editing

e Tracking and reviewing
e Security

The lesson includes lectures, presentations, demonstrations, typing activities and

Teachi
meeatflolcri‘glog word processing activities linked with practical exercises in the computer lab,
y guided discussions with students’ active participation.
Bibliography Greek Bibliography
e NeokAéoug, K. (2015). NAnkTpoAdynon Ar Aeng oe HAekTpovikd YTTOAOYIOTH
kai Emre€epyaoia Keipévou: Ekuddnon tou Microsoft Word
210. [Touch typing on a computer and word processing]. 41 Exdoon.
ISBN: 9789963787784
o EA\nvikh AaktuAloypagia | & Il [Greek tying | & II]. KES College
e [lpodpopn, A., kai HAia, M. (2015). ECDL: Emegepyaoia keipévou Word
Processing. [ECDL: Word processing]. 2'1 Exdoon. Negresco Ltd. ISBN: 978-
9963-2079-0-9
e Xpnriotou, X. (2018). To oAokAnpwuévo BiBAio didaokadiag ECDL : The
complete teaching coursebook/Word processing & Spreadsheets. Volume 2.
EduCYBER CC Co Ltd. ISBN: 9789925746613
English Bibliography
e English Typing | and Il (2012). KES College
e Greek Typing | and Il. (2012). KES College
e Christou C. (2018). To oAokAnpwuévo BiBAio didaokadiac ECDL : The
complete teaching coursebook/Word processing & Spreadsheets. Volume 2.
EduCYBER CC Co Ltd. ISBN: 9789925746613
Assessment e Attendance and participation: 10%
e Practical exercises for the teaching aspect “typing” 10%
e Practical exercises for the teaching aspect “word processing” 10%
e Final practical examination for the teaching aspect “word processing 35%
e Final practical examination for the teaching aspect “typing” 35%
Language Greek or English
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Course Title

Introduction to Financial Office Administration

Course code

ACCT110
Course type Theoretical
Level Diploma

Year /| Semester

1St vear/ 15t Semester

Teacher’s name

Panayiota loannidou

ECTS

Laboratories

10 Lectures / week | 5 | week

Course Purpose
and Objectives

The purpose of the course is to introduce students to the basic concepts of
accounting and the preparation on financial statements.

Learning outcomes

Upon the completion of the course, students are expected to:
Knowledge:

1. Comprehend the concepts principles of accounting
2. Comprehend the basic principles of office budget management
3. Comprehend the basics of Cyprus Company Law

Skills:
4. Be able to enter transactions in the books of original entry and to the
accounts

5. Be in a position to prepare the cash book, taking into consideration
trade and cash discounts

6. Record transactions in the petty cash account
Competences:

7. Apply basic principles of office budget management

8. Apply strategies and procedures of accounting data protection

Prerequisites

Required

Course Content

The basics of Cyprus Company Law

Accounting concepts

The accounting equation and its application

Use and functions of petty cash

Double-entry and rules

Definition and differentiation between capital expenditure and revenue
expenditure

Record transactions of capital expenditure and revenue expenditure
Books of original entry

Main accounting and business documents

Calculating trade and accounting discounts

Basic principles of office budget management

Accounting data protection — Protecting data from unauthoiserd access.
Processing personal data and financial data using appropriate tools and
measures
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Teaching Teaching includes lectures, presentations and practical exercises.
Methodology
Bibliography Greek Bibliography

Kahapapdg, N., A., kai Kahapapd, A. N. (2013). Tevikr) AoyIoTIKA:
Otwpia & epappuoyn. [General Accounting: Theory & Application] 3n
‘Ekdoon. Ekdooeig AB. ZtapoUAng. ISBN: 9789603519218.

Niarng, K., 1., kai @ikog, . A. (2017). AOYIOTIKr) KOI OIKOVOUIKA TWV
emiyeipnoewyv : Accounting and Business Economics. Mmévou E.
ISBN 978-960-359-135-1.

O Trepi ETaipeiwov Noéuog. [nyn

English Bibliography

The Companies Law. Source

Astbury, S. (2016). LCCI Bookkeeping and Accounting.
Volume |. Pearson. ISBN: 9781784476649

Robinson, S. (2016). LCCI Bookkeeping. Volume |. Pearson. ISBN:
9781784476632

Williams, J. R., Haka, S. F., et al (2015). Financial & managerial
accounting: The basis for business decisions. 17th Edition.
McGraw Hill Education. ISBN: 9781259255830.

Hannigan, S. (2016). LCCI Accounting. Volume Ill. Pearson. ISBN:
9781784491307

Alexander, M., and Kusleika, D. (2019). Microsoft Excel 2019
BIBLE: The Comprehensive Tutorial Resource. John Wiley &
Sons,Inc. ISBN: 978-1- 119-51478-7.

Assessment e  Attendance and participation 10%
e  Written exercises 20%
e Test 20%
e  Final written examination 50%
Language

Greek or English
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http://www.biblionet.gr/book/222764/%CE%9B%CE%B9%CE%AC%CF%80%CE%B7%CF%82%2C_%CE%9A%CF%89%CE%BD%CF%83%CF%84%CE%B1%CE%BD%CF%84%CE%AF%CE%BD%CE%BF%CF%82_%CE%99./%CE%9B%CE%BF%CE%B3%CE%B9%CF%83%CF%84%CE%B9%CE%BA%CE%AE_%CE%BA%CE%B1%CE%B9_%CE%BF%CE%B9%CE%BA%CE%BF%CE%BD%CE%BF%CE%BC%CE%B9%CE%BA%CE%AE_%CF%84%CF%89%CE%BD_%CE%B5%CF%80%CE%B9%CF%87%CE%B5%CE%B9%CF%81%CE%AE%CF%83%CE%B5%CF%89%CE%BD
http://www.biblionet.gr/com/438/%CE%9C%CF%80%CE%AD%CE%BD%CE%BF%CF%85_%CE%95
https://www.cylaw.org/nomoi/enop/non-ind/0_113/index.html
https://www.olc.gov.cy/olc/olc.nsf/6BCABD5B106FBC2EC225890F002A529E/$file/companies%20law.pdf
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Course Title

Business Communication

Course code

OFMA102

Course type

Theoretical and Practical

Level

Diploma

Year / Semester

1St Year / 2"d Semester

Teacher’s name

Irene Stavrides, Mary Mouzourou

ECTS

Laboratories

10 Lectures / week 3
| week

Course Purpose
and Objectives

The course aims to strengthen students' level of written and oral communication
and expand their language repertoire in terms of language structure and vocabulary
— skills which are useful in today’s business world. This course also aims to help
students to acquire further typing skills in order to help them progressively touch
type fast and accurately the various business documents.

Learning outcomes

Upon the completion of the course, students are expected to:

Knowledge:

1. Know the basic principles and functions of business communication, the
ways and means of communication.
2. Know the various mediums of business communication and select
when each medium can be used and under which circumstances
3. ldentify text errors and expand a range of abbreviations
Skills:

4. Be able to type with accuracy and speed of at least 35 words per minute
5. Be able to type various types of documents (business letters,
programmes, travel itinerary, various documents, forms, etc.) using
margins.
Competences:

6. Be able to apply the principles of effective written communication

7. Prepare various business documents (following predefined formats),
without any syntax or grammar errors whilst making an effective use of
their professional writing skills (e.g. avoiding slang etc.)

Prerequisites

OFMA101 Introduction to

Written Communication Skills Required
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Course Content

| Business writing skills

1. The role of communication in business:
Definition of communication and business communication
The communication process
Conditions for effective communication
Communication as a means of transmitting business information
Key points to aid communication
The characteristics of effective and ineffective communication.
o The use of language as a communication tool
2. Introduction to the means and forms of business communication
o Forms of internal communication:
* Oral Communication and means of delivery
= Advantages / Disadvantages of oral communication
= Means of delivery:
Discussion
Commentary
Rumors
Dialogue
Instruction
Meeting
Command
Speeches and presentations
Lecture
Listening
Negotiation
= Language exercises for understanding oral speech
=  Written Communication and Means of Application
= Advantages/disadvantages of oral/written
communication
= Conceptual forms of formal and informal communication
and the business environment
= Written communication: Organisational documents and
composition
Application
Letter of recommendation
Announcement
Presentation
Report
Decision
Supply form
Proposal
Minutes of the meeting

O O O O O O

VVVVVVVVVVY

VVVVVVVVYY
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» Service Note
» Command
» Memos
= Style — Structural characteristics of discourse
communication. Understanding the communicative and
sociocultural context (= communication situational styles)
= Structural elements of the written speech — Phrase,
Sentence, paragraph
= Functional Grammar. Understanding the (functional)
language or grammar of texts within their wider context
(for example: use of verb tenses, use of sentence types,
use of phrases, conjunctions and adverbs denoting time,
place, manner, use of adjectives, verbs in active or in
passive voice).
= |Language Ability (or Verbal Ability)
» Language exercises for understanding written
speech
Language exercises on language structure
(grammar and syntax)
Language exercises to develop
vocabulary repertoire
Self-introduction and CV
CV development
Cover letter development

VVV VY

Il: Typing

e Speed and accuracy exercises

¢ |dentify and follow a range of instructions to transcribe and edit
documents

e Expand a range of abbreviations and contractions shown in manuscript or
typescript (Identify abbreviated words, expand and spell correctly)

e Produce a variety of single page tasks consistently e.g. business letters
and memos (blocked/fully blocked style)

e Produce other business documents/tasks e.g. article, report, information
sheet, programme, checklist

e Identifying text errors — handwritten texts

e Business letter — Special indications (attachments, subject, attention to,
copying someone on a letter, notification, postscript, confidentialletter)

¢ Include attachments / copies / special indications (e.g. urgent) in an
appropriate manner

e Business Letters

e Notes (modern and classic formatting)

e Personal letters (formal and informal)

e Tables

e Travel itinerary
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e Forms and other documents
e Advertisements and invitations
¢ Intermediate level tests of the Ministry of Education, Sports and Youth.

Teaching The lesson is carried out in the lecture room and the computer lab. The lesson
Methodolog includes the delivery of theory along with practical exercises. All lessons incorporate
y practical exercises for facilitating learning. Teaching is carried out using
presentations, individual and group activities and other practical exercises.
Greek Bibliography
e Krogerus, M., Tschappeler, R. (2021). To BifAio Tng emikoivwvia. [The book of
communication]. Ekdooeig AioTrTpa, ISBN:978-960-653-137-8
e BakoAa, M., kai NikoAdou, | (2019). Opyavwaiaki WuxoAoyia & Zuptrepipopd.
[Organisation psychology & behaviour]. 2N ‘Exdoon. Rosili. ISBN: 978-618-
5131-59-3
e ApioTtotéAeio  TavemoTtiuio Oeooalovikng (2009). Aegikd Tng  KOIVAG
veoeAANVIKKC. [Dictionary of modern Greek]. 8" 'Exdoon. ISBN: 9789602310854
e Mmaumviwtng, . A. (2008). OpBoypagikd Ae€ikd Tng Néag EAAnVIKAG
Mwooag: E¢nyei kai didaokel Tnv opBoypagia. [ Spelling Dictionary of the
Modern Greek Language: Explains and Teaches Spelling] Kévipo
Ne€ikoAoyiag. ISBN: 9789608975149
e KAaipng, X., kai Mmapmviwtng, . (2011). ZuvormikA ypaupaTtikh TnG Néag
EAANvIkAG: AopoAesitoupyiky — Emmikoivwviakn.[ Concise grammar of Modern
Greek: Structural-Functional - Communicative] 27 ‘Exdoon. Kévrpo
Bibliography Ne€ikoloyiag. ISBN: 9789609582025

e TpiavrapuAlidng, M. (1979). NeoeAAnviky ypauuatiky [Modern Greek
grammar]. OEAB

e KES College (2021). EAAnvIkA AakTuloypagia Méoou EtriTrédou [Greek
typing intermediary levell.

e XpioTodouhou, A. Nwoaooikég Aoknoelg. [Language exercises] KES College.

English Bibliography

e KES College (2012). English Typing | and II: KAadoc¢ Aioiknon Ipageiou
kai lpauuareiakéc 2mmoudéc. KES College

e KES College (2012). Greek Typing | and Il (KAGbdo¢ Aioiknon Ipageiou
kai lpauuareiakéc 2mmoudéc). KES College.

e KES College (2021). AyyAikn AaktuAoypagia Méoou Emirédou.

e Bhatt, A. K. (2015). Administrative and Business Communication. Laxmi
Publications Pvt Ltd. EBSCO Host. ISBN: 9789383828517

e Ragas, M., W., and Culp, R. (2018). Mastering Business for Strategic
Communicators: Insights and Advice From the C-suite of Leading Brands. 98t
Edition. Bingley: Emerald Publishing Limited. EBSCO Host. ISNB:
9781787145047

e James A. (2017). Cover Letters: The Ultimate Step-by-Step Guide to Writing a
Successful Cover Letter (employers, targeting, creating, questions, resume, job
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4

hired, dead, winning, application, interview, career). CreateSpace Independent
Publishing Platform, ISBN: 978-1973928010.

Websites

e H 1UAn yia Tnv EAANVIKA YAWwooa
https://www.greek-language.gr/greekLang/index.html

« Attendance and participation: 10%
« Written exercises for the teaching aspect “Business Communication” 10%
Assessment « Practical exercises for the teaching aspect “Typing” 10%
« Final practical examination for the teaching aspect “Typing” 35%
« Final written examination for the teaching aspect “Business Communication”
35%
Language Greek or English
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Course Title

Technological Applications to Financial Office Administration

Course code

OFMA103

Course type

Theoretical and practical

Level

Diploma

Year /| Semester

1St Year / 2° Semester

Teacher’s name

Panayiota loannidou, Sophia Pratzioti

ECTS

Laboratories

10 Lectures/ week 4
| week

Course Purpose
and Objectives

This course combines accounting with spreadsheets to give a comprehensive
view of how these two functions can be combined and applied to promote effective
office management. The overall objective of the course is to familiarise students
with the use of spreadsheets and to be able to apply their knowledge of
spreadsheets and accounting to the effective performance of their duties.
Accounting aims to introduce students to the basic principles of general accounting
in order to enable them to utilise such principles in their future work. The purpose of
spreadsheets is introduce students to the capabilities and functions of
spreadsheets, in order to be able to create spreadsheets and to also master other
skills - including such as creating databases, tables, diagrams, calculations, etc. -
which are considered essential in today’s business landscape.

Learning outcomes

Upon the completion of the course, students are expected to:

Knowledge:
1. Comprehend how to prepare Bank Reconciliation Statement, Control
accounts, Income Statement, and Statement of Financial Position.
2. Understand advanced formatting options, including conditional formatting
and custom formatting.

3. Recognise which functions to use and how to resolve errors.
Skills:

4. Develop and format graphs and charts, tables and other databases.

5. Produce reports and perform calculations.
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Competences:

6. Apply their accounting and spreadsheet knowledge to complete pre-
defined tasks and solve simple problems with some guidance or
supervision.

7. Handle documents and data with confidentiality, following good practices
on safeguarding (accounting) data

Prerequisites

ACCT110 Introduction to

Financial Office Administration Required

Course Content

I: Accounting

e Bank transactions
a) Methods of payment and receipt of money.

b) The need for reconciliation statements and the preparation of a bank
reconciliation statement.
c) Updating the cash book and adjusting the balance:

- direct debits

- bank charges

- bank interest

- correction of errors

- standing orders

- credit transfers

- dishonored cheques

d) Updating the cash book balance

o The purposes and preparation of control accounts
a) The purpose of control accounts.
b) Preparation of the trade receivables ledger control account, to
include treatment of minority balances.
c) Preparation of the trade payables ledger control account to include
treatment of minority balances.
¢ Preparing financial statements
a) Preparation of a full, or an extract of, income statement (statement of
profit or loss) for a sole trader from a given set of data.
b) Preparation of a full, or an extract of, statement of financial position for
a sole trader from a given set of data.

¢ Handling accounting information with confidentiality and data security.
Protection of confidential information, regardless of type, for the entire life
cycle of the information. Who has access to the information and how the
information is transferred. Confidentiality agreements and authorized access
to data.

ll: Spreadsheets
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3. Formatting
o Cells

o Numbers/Dates
o Alignment/Border effects

4. Managing

o Columns and rows
o Worksheets

5. Formulas and functions
o Using formulas and functions
6. Charts
o Creating charts
o Formatting charts
7. Analysis
o Using tables
o Sorting and filtering
8. Validating and auditing
o Validating
o Auditing
9. Enhancing productivity
o Naming cells
o Paste special
o Linking, embedding and importing
o Automation

Teaching
Methodolog

y

The lesson includes lectures, software demonstrations combined with practical
exercises in the lecture room and the computer lab with the active participation of
students. Teaching is based on the combination of individual and group activities,
depending on the learning outcomes.
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Bibliography

Greek Bibliography

KaAapapdg, N., A., kai Kahapapd, A. N. (2013). T'eviki AoyioTik: Oswpia &

epappoyn. [General Accounting: Theory & practice]. 3N ‘Exdoorn. Ekd60eic AB.
ZTapouAng. ISBN: 9789603519218.

Niarng, K., I, kai ®idog, . A. (2017). AoyioTiIKf} Kai OIKOVOUIKN) TwV
emyeipnoewyv : Accounting and Business Economics. Mmévou E. ISBN 978-
960- 359-135-1.

Mpodpoun, A., kai HAia, M. (2016). ECDL: YmroAoyiotikad ®UAAa / Spreadsheets.
Cyprus Computer Society. ISBN: 978-9963-2079-1-6

KapoAidng, A., kai Zapyakog, K. (2020). Microsoft EXCEL 2019 : Otwpia
2uvapTtioeig MpoypaupaTionds ue VBA E@apuoyég. [ Microsoft EXCEL 2019:
Theory Functions Programming with VBA Applications] ABakag. ISBN: 978-
960-6789-26-7.

XpnoTtou, X. (2018). To oAokAnpwuévo BiBAio didackaAiac ECDL: The complete
teaching coursebook/Word processing & Spreadsheets. Volume II. EQUCYBER
CC Co Ltd. ISBN: 9789925746613.

English Bibliography

10.

Astbury, S. (2016). LCCI Bookkeeping and Accounting. Volume |. Pearson.
ISBN:

9781784476649
Robinson, S. (2016). LCCI/ Bookkeeping. Volume 1. Pearson. ISBN:
9781784476632
Williams, J. R., Haka, S. F., et al (2015). Financial & managerial accounting:

The basis for business decisions. 17t Edition. McGraw Hill Education. ISBN:
9781259255830.

Hannigan, S. (2016). LCCI Accounting. Volume Ill. Pearson. ISBN:
9781784491307

Alexander, M., and Kusleika, D. (2019). Microsoft Excel 2019 BIBLE: The
Comprehensive Tutorial Resource. John Wiley & Sons, Inc. ISBN: 978-1-119-
51478-7.

XpnoTtou, X. (2018). To oAokAnpwuévo BiBAio dibaokadiac ECDL: The complete
teaching coursebook/Word processing & Spreadsheets. Volume |l. EQUCYBER
CC Co Ltd. ISBN: 9789925746613.

Assessment

e Attendance and participation: 10%
e Written exercises for the teaching aspect “Accounting” 10%
e Practical exercises for the teaching aspect “Spreadsheets” 10%
e Final written examination for the teaching aspect “Accounting”  35%
e Final practical examination for the teaching aspect “Spreadsheets”35%

Language

Greek or English
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Course title

Meetings and Event Planning

Course code

OFMA104

Course type

Theoretical and Practical

Level

Diploma

Year / Semester

2nd vear / 1St Semester

Teacher’s name

Constantinos Nicolaou, Sophia Pratzioti

ECTS

10 Lectures /week 3 IO 3
[ week

Course purpose
and objectives

The purpose of this course is to help the students to build a professional profile and
strengthen important skills, such as skills related to carrying out effective
presentations. In particular, the objectives of this course are to train students to
create effective electronic presentations, and to introduce, describe, explain and
analyse the processes of organising business meetings and events.

Learning outcomes

Upon the completion of the course, students are expected to:

Knowledge:

1. Explain the steps and processes involved with organising a business
meeting
Skills
2. Beinaposition to develop, format, and alter electronic presentations
using various design tools, effects, pictures, graphs, graphic tools etc.
3. Check and maintain health and safety standards for events, following
relevant guidelines and standards.
4. Produce a basic event plan, taking into consideration all the relevant
parameters.
Competences:

5. Be able to select the event type that best suits specific preferences,
goals and circumstances.

Prerequisites

Required

Course content

| Meeting and Events Planning

e The process of organising a business meeting and planning
e Practice, professionalism, organisation and timing

28



A DQOPEALE AMAZDAAIZHE KAI NMIZTOMNOIHEZHE THEZ NMOIOTHTAEZ THE ANOTEPHE EKTAIAEYZHE

CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// @Naa.

Categories of business visitors
Categories of business visitors
Reception

Types of events

Analysis of the negative and positive parameters that can affect an event /
organisation and results

How to develop a basic event plan taking into account all the relevant
parameters.

Health and safety for events: Pre-event planning and risk assessment.
Crowd management. Sanitation and overall hygiene.

Il Presentations

Application usage: Work with presentations, improve productivity

Developing a Presentation: Presentation display methods, slides,
master slide

Text: Text manipulation, formatting, lists, tables
Diagrams: Use of diagrams, organisational charts
Graphical Objects: Introduction - manipulation, design

Preparation of Results: Preparation, checking and presentation,
configuration, checking and printing

The method of teaching includes lectures, study of related materials, group or

Teaching individual practical exercises. The lesson also includes software demonstration
methodolog combined with practical exercises in the computer lab in the context of developing
y electronic presentations.
Greek Bibliography
e Baolkeiddng X. A. (2014). Aioxeipion MAPKETIVYK yeEYOVOTWV Kl
ekdnAwoewv: Event marketing management. [Event Marketing
Management]. Ekdooeig MavemmoTnuiou Makedoviag. ISBN:
9789608396852.
e [Ipodpopun, A., HAia, M. (2019). ECDL.: lNapouaidoeic Presentations.
Negresco Ltd. ISBN: 978-9963-2079-6-4
Bibliography o

XpnroTtou, X. (2018). To oAokAnpwuévo BiBAio didaokadiac ECDL : The
complete teaching coursebook/Using databases, Presentation & Project
planning. EQUCYBER CC Co Ltd. ISBN: 9789925746620

English Bibliography

Haynes, M., E. (2009). Meeting Skills for Leaders: Make Meetings More

Productive. 4t Edition. Rochester, N.Y.: Axzo Press. EBSCO Host. ISBN:
9781426018558

Boon, A. (2018). The Meeting. Halico. EBSCO Host. ISBN: 9784909730039
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e Slater, R. (2012). The Guide to Event Management: A Guide to Setting Up,
Planning and Managing an Event Successfully. Luton: Andrews UK.
EBSCO Host. ISBN: 9781781662229

e Attendance and participation: 10%
Assessment e Written assignment for the thematic aspect “Meeting and Events Planning”
10%
e Practical exercises for the thematic aspect “Presentations” 10%
e Final practical examination for the teaching aspect “Presentations”
30%
e Final combined project for both the thematic aspects 40%
Language Greek or English
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Course Title

e-Office

Course code

COMP209

Course type

Theoretical and practical

Level

Diploma

Year /| Semester

2nd Year/ 3rd Semester

Teacher’s name

Sophia Pratzioti

ECTS

Laboratory

10 Lectures/ week 3
| week

Course Purpose
and Objectives

The purpose of the course "e-Office" is to equip students with professional skills,
training them towards becoming digitally literate within an office environment. This
course covers the most important topics of digital processes encountered in the
modern working environment, including the use of the Internet (e-mail,
teleconferencing, cloud computing etc.) and electronic information management.
This course, in conjunction with the skills developed in other courses (see for
example "Technological Applications to Financial Office Administration"), aims
towards the development of digital literacy and functional skills on part of the
students, enabling them to claim important jobs.

Learning
outcome
s

Upon the completion of the course, students are expected to:

Knowledge:
1. Comprehend the basic concepts of web browsing and the basic concepts
of online and mobile collaboration
2. Recognise good online safety and security practices and during the use of
online tools
3. Recognise good practices in cloud computing and how it
facilitates collaboration
Skills:
4. Manage tools that support online collaboration, such as productivity apps,
social media, calendars, meetings, and learning environments
5. Manage incoming and outgoing mail
Competences:
6. Design and manage collaborative activities / tasks using services such
as cloud computing and mobile technology
7. Demonstrate proper use of online information, including the ability to
actively search for information and assess the validity of existing
information.
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8. Implement and follow steps and strategies as well as adopt habits
that are meant to safeguard information and privacy issues while
using online tools (e.g. sharing information via email).

Prerequisites

Required

Course Content

I: Online essentials

Web browsing concepts

e Key concepts
e Security and

safety Web browsing

Using the web browser
Tools and settings
Bookmarks

Web outputs

Web-based information

e Search
e Critical evaluation
e Copyright, data protection

Communication concepts

e Online communities
e Communication tools
e E-mail

concepts Using e-mail

e Sending e-mail

e Uploading attachments

e Receiving e-mail

e Downloading attachements
e Tools and settings

e Organising emails

e Using calendars

e Introducing files and folders
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II: On-line Collaboration

Collaboration concepts

e Key concepts

e Cloud computing
Preparation for online collaboration

e Common setup features

e Setup
Using online collaborative tools

e Online storage and productivity
e Applications

e Online calendars

e Social media

e Online meetings

e Online learning environments
Mobile collaboration

e Key concepts

e Using mobile devices
e Applications

e Synchronisation

¢ unauthorised or accidental access to data - breach of confidentiality (e.g.
identity theft following the disclosure of the pay slips of all employees of a
company);

e unauthorised or accidental alteration of data - breach of integrity;

o |oss of data or loss of access to data - breach of availability

.“I;Ieeatﬁgg‘(ﬂo The course includes lectures combined with practical exercises in the computer lab,
y 9 guided discussions with the active participation of students, individual and group

exercises and the use of various supervisory tools that serve the teaching of the
course.
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Greek Bibliography

e XpnoTtog, X. (2018). To oAokAnpwuévo BiAio didaokaAiag ECDL : The complete
teaching coursebook/Using databases, Presentation & Project planning.

EduCYBER CC Co Ltd. ISBN: 9789925746620

e XpnoTtog, X. (2018). To oAokAnpwévo BiBAio dibaokaliagc ECDL : The complete
teaching coursebook/Computer essentials & Online essentials. EQUCYBER

Bibliography CC Co Ltd. ISBN: 9789925746606
English Bibliography
e  XpnroTog, X. (2018). To oAokAnpwpévo BiRAio didaokaAiag ECDL : The complete
teaching coursebook/Using databases, Presentation & Project planning.
EduCYBER CC Co Ltd. ISBN: 9789925746620
e  XpnroTog, X. (2018). To oAokAnpwévo BiBAio dibaokaliagc ECDL : The complete
teaching coursebook/Computer essentials & Online essentials. EQUCYBER
CC Co Ltd. ISBN: 9789925746606
Webpages
e https://www.ecdl.com.mt/
e Attendance and participation: 10%
Assessment e Written intermediary projects demonstrating internet skills and
information management 20%
e Practical exercises 20%
e Final Practical Examination 50%
Language Greek or English
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Course title

Social Media Management

Course code

OFMA201

Course type

Theoretical and practical

Level

Diploma

Year /| Semester

2nd vear / 3'd Semester

Teacher’s name

Irene Stavrides, Sophia Kyrillou

ECTS

Laboratory

10 Lectures / week 3
| week

Course purpose
and objectives

This course aims to demonstrates to students why social media are important when
it comes to increasing a company’s exposure and profits and to teach the students
the basic principles of social media for use in the workplace. In this course,
students understand the relationship between public relations and social media and
how they both cooperate to amplify a message. The ultimate goal of this course is
to educate students towards the proper use of social media and to help them gain
valuable knowledge that could evolve into important business skills. In parallel to that,
students will be supported to develop further Typing skills, giving students the
advantage of being able to respond effectively, and in a timely manner to various
writing tasks, according to the occasion and audience (e.g. advertisement, blog,
newsletters).

Learning outcomes

Upon the completion of the course, students are expected to:
Knowledge:
1. Recognise the way social medial work and their power in sustaining
the operations of a company
2. Recognise the meaning and importance of the term “copyright” when it
comes to using internet and other sources to post on social media.
3. Explain the basics as it relates to planning and managing the budget of
an advertising campaign
4. Select the most suitable social media platforms based on specific needs
5. Identify text errors

6. Demonstrate skills in designing a basic advertisement, video and
campaign in social media
7. Be able to type accurately and at a speed of at least 40 words perminute
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8. Be able to type various types of documents (two-page commercial letters,
two-page government letters, legal documents, memos, faxes, technical
specifications, conference documents, tables, travel itinerary, various forms,
etc.) using layout functions.

Competences:

9. Handle a company's social media with some supervision, executing
specific objectives

10.Prepare a variety of business documents (based on predefined standards)
without grammar or linguistic errors, using the correct professional
terminology (e.g. avoiding slang, etc.) applying layout
functions.

Prerequisites

OFMA102 Business Communication Required

Course content

| Social Media
e Presentation of social media tools and a brief historical review

e The use of social media by businesses, companies and
public organisations.
e [Effective participation in digital communities
o current trends influencing and shaping the digital community
o examples of good and bad practices
e Social media management and campaign planning
o The SOSTAC model
o Selection of social media tools for addressing the purposes of
a campaign
Writing an ad brief and experimenting with the ad selection process

Making use of the new tools provided by the new digital
environments

Factors influencing the success of a communication campaign.
Development of a communication plan based on the SOSTAC model.
Create an attractive video to promote a business or product
Advertising — Creating a strategic communication plan

Allocation of advertising budget

How you monitor / improve campaigns

o O

O O O O O O

O
e Copyright and social media: Posting on social media and the violation of
copyright principles. The use of creative commons material.
Il Typing
e Speed and accuracy texts
e Handwritten texts, handwritten letters
e Complex texts and correction exercises

e Two-page business letters using blocked styles (blocked / fully
blocked) and circulars

e Two-page memo in all formats
e Governmental letters — two-page, circulars
e Complex tables — statistical and accounting tables
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e Two-page legal letters — will, agreement, AIGEAIDA VOUIKA £yypapa —
O1a0nKn, ocupdewWVNTIKO, sales document.

e Fax

e High level exam papers

Teaching
methodolog

y

The lesson follows a student-centred and active learning approach. It includes
discussions and promotion of students’ active participation. It also includes case
studies, lectures combined with practical exercises. Practical exercises for

knowledge acquisition are also an integral part of each lesson.

Bibliography

Greek Bibliography

e TCaBapag E. M. (2020). Katavowvrtag Ta MPEOA KOIVWVIKAG OIKTUWONG.

[Understanding social media]l EAAnvoekdoTiKA. ISBN: 9789605633868.

e KdBoupa, A. (2016). Emkoivwvia kal Ol0@AuIon oTa PECA  KOIVWVIKAG
OIkTUwaong.[Communication and advertisement in social media] AIGVIKOG.

ISBN:9789606619809

e AnuoulAdg, K. (2015). Texvikég diavoung kai diaxeipiong. [Dissemination and
management practices] In Anuouldg, K. 2015. TexvoAoyies ouyypaens kai
olaxeipiong TTOAUUETWV. Kallipos, Open Academic Editions.

http://hdl.handle.net/11419/4352

e [lavnyupdkng, . (2016). Emkoivwvia kai Onuooieg oxéoelg - MeAETeg
mepiImTwoewyv. [Communication and public relations — case studies]

http://hdl.handle.net/11419/6412. Kallipos, Open Academic Editions.
e KES College. AyyAiki Aaktuhoypagia lll & IV. [English typing] KESCollege
e KES College. EAAnviky Aaxtuloypagia lll & IV. [Greek typing] KESCollege
English Bibliography
e Fuchs, C. (2017). Social media: A critical introduction. 2nd Edition. SAGE.

ISBN:
9781473966833

e Warburton, S., and Hatzipanagos, S. (2013). Digital identity and social media.

Information Science Reference. ISBN: 9781466619159

e Turow, J. (2011). Media today: An introduction to mass communication. 4th
Edition. Routledge. ISBN: 9780415876087

e KES College. English Typing Il and IV (KAGdog Aioiknon Ipageiou
kai [pauuareiakég 2moudég). KES College.

o KES College. Greek typing Ill and IV (KAGdog Aioiknang pageiou kai
Ipauuareiakés 2moudég). KES College.

Assessment

e Attendance and participation: 10%

e Practical exercises for the thematic aspect “Social Media” 10%

e Practical exercises for the thematic aspect “Typing” 10%

e Final group project for the thematic aspect “Social Media”

30%

e Presentation of the final group project for the thematic aspect “Social Media”
10%

e Final practical examination for the thematic aspect “Typing” 30%

Language

Greek or English
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Course title

Application of Accounting Practices in Business

Course code

ACCT209

Course type

Theoretical and practical

Level

Diploma

Year /| Semester

2nd vear / 3'd Semester

Teacher’s name

Panayiota loannidou

ECTS

Laboratories

[ week 3

10 Lectures/ week 3

Course purpose
and objectives

The objective of the course is to teach to students the various applications
of accounting practices in business while also focusing on the use of a
computerised accounting system and its application in business.

Learning outcomes

Upon the completion of the course, students will be able to:

Knowledge:
1. Know the depreciation methods and their effect on a company's
profits

2. Know the basic functions of a computerised accounting system
and the context of its practical application in companies
Skills:
3. Be able to enter data into a computerised accounting system
as directed
4. Properly operate a computerised accounting system for the
preparation of final accounts and other reports

5. Be able to prepare payroll using various methods
Competences:
6. Apply techniques used to prevent fraud in accounting systems
7. Perform various accounting operations and engage in calculations
in relation to real estate depreciation and provision for bad debts

Prerequisites

OFMA103 Technological
Applications to Financial Office
Administration

Required

Course content

e Create new customer and supplier accounts

e Data entry into the system

e Create, edit and delete accounts

e Preparation of reports and financial statements
e |nventory control

e Bank collections and payments and other tasks
o VAT reports.
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e Depreciation methods and property depreciation calculation
e Regulations for prepayments and due expenses

e Record entries for prepayments and due expenses

e Income and expenses of an accounting period

e Bad debts and provision for bad debts

e Methods of payment of salaries and wages

e Payroll calculation

e Functions of a computerised accounting system

e Basic functions of a computerized accounting system

e Practical implementation of a computerized accounting system:
data entry, preparation of final accounts and other reports
e Fraud prevention techniques in accounting systems

Teaching ) _ _
methodolog The lesson includes lectures, presentations, exercises and software
y demonstrations of computerised accounting, combined with practical
exercises in the computer lab.
Bibliography Greek Bibliography
e  Kahapopdg, N., A., kai KaAaupapd, A. N. (2013). evikrp AoyioTIKA:
Otwpia & epapuoyn. [General Accounting: Theory & practice]. 3"
‘Ekdoon. Ekdooeig AB. ZtapoUAng. ISBN: 9789603519218.
e Niamng, K., I, ka1 ®idog, I'. A. (2017). AoyioTIKr) Kai OIKOVOUIK TwV
emixeipnoswy : Accounting and Business Economics. M1révou E. ISBN
978-960-359-135-1.
o Kapayiwpyog, O., kai [etpidng, A. (2017). Mnyavoypa@nuévn
AoyioTikA: @cwpia kar TTpdén. [Computerised accounting: theory and
practice]. Apoi ©. Kapayiwpyou. ISBN: 9786188214750
English Bibliography
e Astbury, S. (2016). LCCI Bookkeeping and Accounting. Volume I.
Pearson. ISBN: 9781784476649

¢ Robinson, S. (2016). LCCI Bookkeeping. Volume |. Pearson. ISBN:
9781784476632

o Wiliams, J. R., Haka, S. F., et al (2015). Financial & managerial
accounting: The basis for business decisions. 17th Edition. McGraw Hill
Education. ISBN: 9781259255830.

¢ Hannigan, S. (2016). LCCI Accounting. Volume Ill. Pearson. ISBN:
9781784491307

Webpage
e http://www.powersoft365.com

Assessment e Attendance and participation: ~ 10%

e Assignments/ practical exercises: 30%

e Tests: 30%

e Final written examination: 30%

Language

Greek or English
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Course title

Sustainability and Logistics in Office Administration

Course code

OFMA202

Course type

Elective, Theoretical

Level

Diploma

Year /| Semester

2nd year/ 4th semester

Teacher’s name

Panayiota loannidou

20 10 Lect / K 5 Laboratories
ectures/ wee / week

Course The aim of the course is for students to be introduced to the basic concepts
purpose and of logistics and to be taught the application of logistics to sustainable office
objectives management. The course focuses on purchasing processes, supplier

selection and office inventory management practices.
Learning Upon the completion of the course, students will be able to:
outcomes

Knowledge:
Acquire basic knowledge of supplier management
Understand the basic concepts of logistics and purchasing
Know the basic principles of negotiation
Understand basic office inventory management and the importance of
keeping stock
5. Know sustainability procedures in relation to office management
Skills:
6. Be able to manage office supplies and stock effectively, taking into
consideration the principles of sustainability.
Competences:
7. Implement sustainability procedures in relation to office administration
8. Select the best suited supplier
9. Apply basic principles as it relates to office supplies management

hwN =

Prerequisites

Required

Course content

e Basic logistics concepts

e Basic concepts of Markets

e Online purchases

e Basic supplier management processes
e Tender procedures for a new supplier
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Selection of a new supplier

Basic principles of negotiation

Determining and using the stock

Office supplies

Basic office inventory management

Stock storage

Lack of inventory and how it affects office operations
Sustainability procedures in relation to office management
Recycling and green office policies

Corporate social responsibility

Teaching The modes of delivery include lectures, study of related material, video
methodolog presentation, case studies and classroom discussions.

y

Bibliography Greek Bibliography

Logistics and Management (2018). "Tip&oivn" €@odlaoTiK yia PEiwon
Tou K6oTOUG. [Green logistics for cost minimisation]. Volume 181 (179).
ISSN: 1108-5169

MaAivopétog, I. (2015). E@odiaoTikr) AAucida, Logistics & EEuttnpéTnon
MeAatwv. [Supply chain, logistics and customer service]
https://hdl.handle.net/11419/5391. Kallipos, Open AcademicEditions.
MaAivopétog, . (2015). Biwoiudtnta kai  €@odIacTIK  aAucida
[Sustainability in supply chain]. Z1o . MaAivépérog, E@odiaoTikn
aAuaida, logistics kai eéuttnpérnon meAarwy. Kallipos, Open Academic
Editions. https://hdl.handle.net/11419/5400

MaAivopétog, . (2015). Aiaxeipion amoBepdtwy Kol TTPounBeIv
[Managing stock and supplies]. 1o . Mahivdpétog, E@odiaoTikn
aAuaida, logistics kai eéuttnpérnon meAarwy. Kallipos, Open Academic
Editions. https://hdl.handle.net/11419/5397

Christopher, M. (2017). Logistics ka1 Aiaxeipion E@odiaoTikrg AAuaidag.

[Logistics and supply chain management]. 2" ékdoon. Kprmikr ISBN:
9789605861872

English Bibliography

Chopra, S. (2019). Supply Chain Management: Strategy, Planning and

Operation. 7th Edition. Pearson Education Limited. ISBN: 978-1-292-
25789-1

Fernie, J., and Sparks, L. (2019). Logistics and Retail Management:

Emerging Issues and new challenges in the retail supply chain. 5th
Edition. Kogan Page. ISBN: 978-0-7494-8160-5

Muller, M. (2019). Essentials of Inventory Management. 3" Edition.
HarperCollins Leadership. ISBN: 978-1-4002-1237-8

41



A

CYQAA

4

CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// @Naa.

¢

T
b o

©OPEAZ MIAZQAAIZHE KAl MIETONOIHIHE THE NOIOTHTAS THE ANQTEPHE EKMAIAEYIHE

9780749478278

Edition. Kogan Page. EBSCO Host. ISBN: 9780749476786.

e GrantD., Trautrims A., Wong C. (2017) Sustainable Logistics and Supply
Chain Management: Principles and practices for sustainable operations

and management. 2nd Edition. Kogan Page Ltd. EBSCO Host. ISBN:

e Rushton A., Croucher P., Baker, P. (2022). The handbook of Logistics
and Distribution Management: Understanding the supply chain. th

Assessment « Attendance and participation:  10%
o Assignment: 20%
e Intermediary examination: 20%
« Final written examination: 50%
Language

Greek or English
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Course title

Administration and Office Operation Planning

Course code

OFMA203

Course type

Theoretical and practical

Level

Diploma

Year / Semester

2nd vear / 4th semester

Teacher’s name

Irene Stavrides, Constantinos Nicolaou

ECTS

3 Laboratory 4
| week

10 Lectures / week

Course purpose
and objectives

Office administrators are often recognised for their practical skills and digital literacy
and also their administrative and interpersonal skills and other soft skills necessary
for the effective performance of their duties, such as time management skills,
social skills, cross-cultural management skKills, intercultural skills and
adaptability, team diversity management skills and effective communication
skills while developing advanced Typing skills. The course is expected to equip
students with skills that can be translated into executive office management

competence.

Learning outcomes

Upon the completion of the course, students are expected to:

Knowledge:

1. Understand how teams are developed and managed
2. ldentify text errors

3. Explain the way of organising and managing teams and time
Skills:

4. Be able to type accurately and at a speed of at least 45 words per
minute

5. Be able to type various types of documents (tables with horizontal and
diagonal subtitles, legal documents, two-page government letters,
circulars, conference documents, technical specifications, faxes,
memos, invoice letters, two-page letters using all the blocked styles and
circulars

Competences:

6. Be able to arrange tasks, manage time, resolve conflict or other
problems that might surface in the context of a team.
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7. Apply processes in organising and building up a team as well as

managing a team, having always in mind how cultural diversity might

influence the management of a team.
8. Check and comprehend various business documents (based on
pre- defined standards) and proceed with any corrections needed.

9. Demonstrate sensitivity in aspects related to cultural differences and

competence in adapting to new situations.

Prerequisites

Required

Course Content

I. Organising and managing teams

Team coordination, team staffing and management (How teams are
developed)

Contemporary leadership styles, leader/manager and responsibilities
Principles of decision making

Motivating and guiding employees

Transfer of authority and delegation of duties and responsibilities
Conflict management

Basic principles of control

Team dynamics and important factors

Cultural diversity at the work place

Importance of Cross Culture Management

Effectively managing cross-cultural workforce

(Inter)cultural awareness and adaptability

Il. Time Management:

Introduction: Time Management

Effective Time Management

Consequences of not managing time
Effective Time Management Profile
Professional level time management practices
Steps to improve time management
Advantages of proper management

Set priorities and possible postponements

Taking on too much — The other extreme of failure / consequences of
possible failure

The lack of rest
Setting boundaries
Time and how we spend it
= The pressure of time. Stress
Order and organisation of the workplace
= Understanding the concept and importance of information for
modern business
= |nformation processing and storage
= Utilisation of information
= Using information
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= |nformation and decision making: grouping and organising retrieved
information

= Selection of the most useful information
Organising information in a way that serves the purpose of the work

ll. Typing

e Speed and accuracy texts
e Two-age governmental letters — circulars
e Technical specifications

e Conference documents (invitations to conferences and daily schedule,
conference minutes)

e CVs

e Two-page legal letters

e Complex tables with

e Tables with vertical subtitles, tables with diagonal subtitles etc.
High level tests

The lesson includes teaching theory combined with practice. Regular practical

Teaching exercises To padnua cuutrepiAauBdvel Tapadoon OBcwpiag o€ cuvOUAOUO ME
methodolog TpakTIKA. Practical exercises for knowledge acquisition are also an integral part of
y each lesson.
Greek Bibliography
e TClwptCdakng, K. (2019). Opydvwon & dioiknon: To pdavar{uevt TnG veEag
emmoxne. [Organising and administration: the management of the new era). 5"
‘Exdoon. Rosili. ISBN: 978-618-5131-58-6.
o BakdéAha, M., kai NikoAdou, I. (2019). Opyavwoiaky Yuxohoyia &
YupTepIpopq. [Organisational psychology and behaviour]. 21 ‘Exdoon.
Rosili. ISBN: 978-618-5131-59-3.
o TavvouAéag, M. T1. (2011). ZuuTrepipopd Kal dIATTPOCWTTIKY ETTIKOIVWVIa
oTtov epyaociakd xwpo (Emkaipdtnta). [Behaviour and interpersonal
communication in the workplace]. Ekddoeig Medio. ISBN: 9789609552745.
Bibliography e Cornelissen, J. (2016). Etaipikry emkoivwvia: O8nyég Bewpiag kai

TTPOKTIKAC.[Business communication. Theory and practice manual]. 4"
‘Exdoon. AiauAog. ISBN: 9789605313548
o KES College (2021). AyyAikr) AakTuhoypagia lll & IV [English Typing I11& IV].
e KES College (2021). EAAnvIkr) AaxTuhoypagia Il & IV [Greek typing I11&IV].
Englsih Bibliography

o Dessler,G. (2020). Human Resource Management. Pearson,ISBN: 978-1-

292-30912-5.
o Griffin, E., Ledbetter, A., and Sparks, G. (2017). A first look at communication

theory. oth Edition. Mc Graw Hill Education. ISBN: 9780073523927

e Wood, J. T. (2016). Interpersonal Communication: Everyday encounters. gth
Edition. Cengage Learning. ISBN: 9781285445830
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KES College (2021). English Typing Ill and 1V (KAadog Aioiknon Ipageiou
Kal [pauuareiakéc 2moudég).
KES College (2021). Greek typing Il and IV (KAadog¢ Aioiknong pageiou
Kai FpauuareiakéG 2moudéc).

e Attendance and participation: 10%

e Practical exercises on the thematic category “Organising and
Assessment managing teams” and/or “Time Management”: 10%

e Practical exercises on the thematic category “Typing” 10%

e Final group project on the thematic category “Organising and managing

teams” and “Time Management”: 35%

e Final practical examination on the thematic category “typing” 35%

Language Greek or English
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Course title

Office Administration for Health Professionals

Course code

OFMA204

Course type

Elective, Theoretical

Level

Diploma

Year /| Semester

Year 2"d / semester 4th

Teacher’s name

Panayiota loannidou, Dr. Vaso Stylianou

Laboratories

ECTS 10 Lectures/ Week 5 | Week
The aim of the course is to help students to acquire office skills related to healthcare
Course : . . . .
professionals and especially skills related to patient appointment management,
purpose and . . . . .
N interpersonal relations with doctors and patients and inventory
objectives .
management of office consumables.
Upon the completion of the course, students are expected to:
Knowledge:
Learnin 1. Name the operating rules of the General Health Plan in Cyprus
Outcomge 2. Explain key points of the existing legislative framework governing the
s General Health Plan in Cyprus
3. Recognise issues related to medical data management
Skills:

4. Implement procedures for more efficient medical office management, such as
managing patient phone calls and appointments, completing and retrieving
patient records, distinguishing between urgent and non-urgent medica
situations

5. Effectively use the day-to-day office communication of a medical office and
other related means of management and communication

6. Implement basic medical office supplies inventory management procedures

Competences
7. Manage health records in a way that ensures their confidentiality, security,

accessibility and organisation, whether being physical or electronic records
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Prerequisites

Required

Course
Conten

Patient Management and Rights

Analysis of concepts of health, public health, and health promotion
Public health structures and the role of international organizations (World
Health Organization, European Union, Council of Europe, etc.).

What is GHS (General Health System)

The role and responsibility of the administrative officer in the context of
health

Medical office call center management

Managing the appointments/visits of the medical office calendar

Electronic and Physical Health Record Management

Management and protection of patients' personal medical data Appropriate
communication with patients

Legal aspects related to patients’ rights, negligence and malpractice,
privacy and confidentiality, and decision making.

Prioritising daily work

Interpersonal relations with doctors and other staff

e Disseminating correct and useful information to the doctors or other
staff, distinguishing between urgent and non-urgent medical cases —
Techniques for communication.

Inventory Management

Medical office supplies inventory items

Basic inventory management of medical office supplies
Lack of supplies and how it affects medical office operations
Recycling of medical office supplies

Teaching
Methodolog

y

Teaching consists of lectures, study of relevant material, video presentations, case
studies and discussions in the classroom.

Bibliography

Greek Bibliography

MatrappnyotrouAou-TexAiBavidn, M. (2017). To dnudacio dikalo TnG uyeiag :
Opydvwaon Twv dnuocIwV UTTNPECIWY UyEiag, SIKAIWUATA TOU XPRoTn,
dnuooia vyeia. 2N ékdoon. Nopikr BiBAoBrikn. ISBN: 9789606222849

Kupiakn-Mavéon, A., kai Kouhoupng, A. (2015). Aiaxeipion Wneiakou
lNepieyouévou. http://hdl.handle.net/11419/2496. Kallipos, Open Academic
Editions.

MavvakotouAog, M., Bouvtoupn, B. (2016). Eicaywyn otnv Apxeiovouia.
Kallipos, Open Academic Editions. hitps://hdl.handle.net/11419/6320
MatrappnyotroUAou - MNexAiBavidn, Matpiva (2017), To dnuoaio dikaio NG
vyeiac: Opydvwaon Twv dnuocIwV UTTHPECIWY UYEiag, SIKAIWUATA TOU
xpnotn, énuéaoia vyeia. Nouikry BiBAiobrkn, ISBN 978-960-622-284-9.
MaAivdpéTog, . (2015). Biwoiuotnta kai epodiacTiki aAucida [Chapter]. Z10
. MaAivopérog, EpodiaaTtikry aAuciba, logistics kai eEutTnEETNON TTEAQTWV.
Kallipos, Open Academic Editions. https://hdl.handle.net/11419/5400
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http://www.biblionet.gr/book/222682/%CE%A0%CE%B1%CF%80%CE%B1%CF%81%CF%81%CE%B7%CE%B3%CE%BF%CF%80%CE%BF%CF%8D%CE%BB%CE%BF%CF%85_-_%CE%A0%CE%B5%CF%87%CE%BB%CE%B9%CE%B2%CE%B1%CE%BD%CE%AF%CE%B4%CE%B7%2C_%CE%A0%CE%B1%CF%84%CF%81%CE%AF%CE%BD%CE%B1/%CE%A4%CE%BF_%CE%B4%CE%B7%CE%BC%CF%8C%CF%83%CE%B9%CE%BF_%CE%B4%CE%AF%CE%BA%CE%B1%CE%B9%CE%BF_%CF%84%CE%B7%CF%82_%CF%85%CE%B3%CE%B5%CE%AF%CE%B1%CF%82
http://www.biblionet.gr/com/677/%CE%9D%CE%BF%CE%BC%CE%B9%CE%BA%CE%AE_%CE%92%CE%B9%CE%B2%CE%BB%CE%B9%CE%BF%CE%B8%CE%AE%CE%BA%CE%B7
https://hdl.handle.net/11419/5400

A ©OPEAZ MIAZQAAIZHE KAl MIETONOIHIHE THE NOIOTHTAS THE ANQTEPHE EKMAIAEYIHE

i
|

CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// @Naa.

MaAivdpéTog, I. (2015). Alaxeipion ammoBeudTwy Kal poundeiwv [Chapter].
210 I'. MaAivdpétog, EpodiaoTikh aAuaida, logistics kai e€uttnpérnon
reAarwy. Kallipos, Open Academic Editions.
https://hdl.handle.net/11419/5397

Koppatda M. & Kapavikag A. (2016) Zxediaon kai YAorroinon AogaAoug
2uorthuarog Armrobnkeuans kai Aiaxeipiong larpikwv Aedouévwy.
MavemoTAuio Alyaiou. [nyn.

KotodAng, A., Mevouddkog, K. (2018). Nevikdg Kavoviouog yia Tnv TTpooTacia
TWV TTPOOWTTIKWV dedopévwy (GDPR) : Nouikr) didoTaon Kai TTPAKTIKA
epappoyn. Nouikr BiBAioBrkn. ISBN: 9789606224539

English Bibliography

Kasavana, M. L. (2013). Managing front office operation. 9th Edition.
AmericanHotel & Lodging Educational Institute. ISBN:9780866124126
Muller, M. (2019). Essentials of Inventory Management. 3rd Edition.
HarperCollins Leadership. ISBN: 978-1-4002-1237-8

Grant D., Trautrims A., Wong C. (2017) Sustainable Logistics and Supply
Chain Management: Principles and practices for sustainable operations and
management. 2nd Edition. Kogan Page Ltd. EBSCO Host.
ISBN:9780749478278

Calder, A. (2020). EU GDPR — An International Guide to Compliance. Ely :
ITGP.

EBSCOHost.

Maguire, R. (2018). Information Rights for Records Managers. London :
Facet Publishing. EBSCOHost.

Assessment ¢ Attendance and participation: 10%
¢ Written assignments on the teaching aspect “Inventory Management”:
15%
¢ Written assignments on the teaching aspect “Patient Management and Rights”
25%
e Classwork on the teaching aspect “Patient Management and Rights” (e.g.
case studies, role playing etc. ) 10%
e Final written examination: 40%
Language Greek or English
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Course title Practical Training
Course code PRCT224

Course type Practical

Level Diploma

Year /| Semester

2nd year/ 4th semester

Teacher’s name

Panayiota loannidou

ECTS

Laboratories

10 Lectures/ week
[ week

Course purpose
and objectives

The goal of practical training is the practical application of the knowledge and skills
acquired during the studies.

The Internship requires that students are placed in a work environment for at least
twenty (20) hours per week during the last semester of their studies. Students are
closely monitored and guided throughout their work placement with the help and
support of the supervisor who holds a teaching position at the College and who was
elected as the student's advisor.

Practice training is educational in its nature, its application should aim at applying
the knowledge acquired during the studies and developing communication skills
and gaining valuable work experience.

Learning outcomes

Upon the completion of the course, students are expected to:

Knowledge

1. Learn how to work in an office environment
Skills

2. Acquire competence in applying the knowledge and skills necessary
in their profession
3. Be able to put into practice the theory taught during their studies

Competences:

4. Be able to execute the duties assigned to them.
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Prerequisites

Required

Course content

During students’ Practical Training, the person in charge of the company works
closely with the supervising teacher and agree on the students’ duties. The
supervising teacher visits the students’ workplace and he/she is informed about the
students’ work. The supervising teacher visits the work placement premises,
monitors the practical training logbook on a weekly basis, supervises students’
performance and collaborates in solving their problems, either personal problems
or problems faced by the head of the company / organisation. The manager ofthe
company as well as the supervising teacher submit their report and update the
practical training logbook.

The supervising teacher records his /her notes on the students’ performance
throughout students’ training period. The supervising teacher can also record any
general notes that might relate to students’ activities during their practical training.

Lastly, the supervising teacher, taking into account the above reports, evaluates the
students’ overall performance during their work placement and share their opinion
regarding the employer. This specific report is co-signed by the Programme
Coordinator, thus becoming aware of students’ performance.

Duration

Work placement starts during the spring semester and is completed on May 318t
In the event that the work placement has not been successfully completed, the
student is obliged to participate to another work placement during the following
semester.

The work placement requires that students are successfully placed in a company /

Teaching organisation for a period of one academic semester. Students are periodically
methodology inspected by the supervising teacher.
Completion of the work placement is a prerequisite for graduating.
Bibliography Practical training logbook
Based on the above, the teacher evaluates Practical Training as “Success”
or “Failure”:
Assessment e Atleast 70% participation to Practical Training, as per the practical training

logbook
e Areport of the head of the company / organisation, as it is submitted in the
practical training logbook.
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e Report of the inspector of KES College, as it is submitted in the
practical training logbook.

The following conditions should be met:
e Theteacher should enter detailed comments based on the above criteria in
students’ grade report
In case Failure, the students is obligated to repeat the course during a following
semester

Language

Greek or English
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TitAog MaBnuarog | Aloiknon Mpageiou kai Alaxeipion MeAareiakwy Zxéoewv
Kwdikog
MaBRpaTog OFMA100
TOmwog padApaTog | OswpnTiKO
Emimedo AirAwpa
‘Etog /
E¢aunvo 19 ‘Etog / 1° E€dunvo
@oitnong
Ovopa Aiddaokovta | Mapiva KwvoTtavrivou, Zogia KupiAAou
AlaAégeig / EpyaoTthpia
ECTS 10 eBSouada 5 | eBdopada

216)01 Ma@ruaTog

2T0X0G¢ TOU MaBnuarog civar va OI6Agel oToug @OITNTEG TIC PBOAOIKES APXES
opydavwong Kai 310iknong ypageiou evw TTapAAANAQ €TTEKTEIVETAI KOl O BEpaTa
ETTAYYEAMOTIKAG OCUUTTEPIPOPAG, EPYACIAKOU TTEPIBAAAOVTOG Kal TG AvAyKNng yia
TPOOTOCIa  TTPOCWTIIKWY  Oedouévwy. TapdAAnAa, Tovietar n  aia  TNG
“TTEAQTOKEVTPIKNAG” vOOTpOoTTiag péoa atrd Tn didackalia TnG Alaxeipiong
MeAaTEIOKWY ZXECEWV.

Ma@noiakda
AtroteAéopar
a

Me Tnv oAOKARpwGonN Tou HaBAPATOG, Ol POITNTEG AVOUEVETAI VO
MNvwoeig:
1. Avayvwpigouv Tn Bacikf dour Kal opyavoypauua JIag ETTIXEipnong
KAl TO ETTIPEPOUG TUNAPOTA MIAG ETTIXEIPNONG
2. Ava@épouv BaoIKEG ApXEG ETTAYYEAUATIKAG CUNTTEPIPOPAS KOl EUPAVIONG
3. Karavoouv T1n ouppoAl Tou OeTikoU epyaoiakol TePIBAAAOVTOG OTN
OIEKTTEPAIWAON TNG KABNUEPIVAG EPYATiag
4. Avayvwpilouv TNV O0pyavwTikf avaykn, Ta o@éAn Kkai Tn dladikacia
onuIoupyiag HaKPOTTPGBeC NG TTEAATEIOKAG OXEONG
5. E&nyouv diadIkaaoieg yia TNV aTToTEAEOUATIKOTEPN Oloiknon ypageiou, OTTWG
yia Tapddeiyua peBodoug Tagivounong, apxelioBETnong kal avaktnong
apxeiwv Kal @akéAwy, €xoviag KaTd vou TIG apxEG TnNG TIpooTaciag
TTPOCWTTIKWYV OEBOUEVWIV.
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Agg16TNTEG:
6. EmdeikvUouv pia oTdon Kal CUPTIEPIPOPT ETTIKEVTPWHEVN OTOV TTEAATN
7. Alaxeipidovral ammoTEAEOUATIKA TNV KOBNUEPIVH YPOAPEIQKK ETTIKOIVWVIQ
8. Xeipifovral KatdAANAa Tov TUTTIKO €EOTTAIOUO ypagEiou
9. E@apuoédouv diadikaaieg apxeloBETNONG Kal AvAKTNONG ETTIXEIPNTIAKWY
QPXEIWV Kal EYYPAPWY
IkavoTnTEg:
10. Eival o€ B0n va opyavwoouv JIAQoPES EpYAaTies TTOU £vag dIOIKNTIKOG
AeIToupyog ypageiou ekTeEAE TNV KABNUEPIVA €TTAYYEAUATIKA TOU Jwr)
emMOEIKVUOVTAG KATTOIO IKOVOTNTA IEPAPXNONG EPYATIWV.

MpoatraitoUpeva

ZUVATTAITOUMEVO

Mepiexopev
o
Ma@nRuartog

| Aloiknon Mpageiou
e O poAog kal Ta KaBrikovTa SI0IKNTIKOU AEITOUPYOU ypapEiou
Alaxeipion €10epXOPEVWYV Kal EEEPXOMEVWY KARCEWV
TUTtTo1 aAAnAoypagiag kal TpOTTOI dlaxEipiong
A. ZupBartikr) AAnAoypagia
B. HAekTpovikry ANAnAoypagia

Alaxeipion apxelobétnong
e MéBodol Tagivounong
e  YAKKA Tagivéunong
e TuTTOI OpPXEIOBNKWV

e [lpooTacia TpoowTmKwy dedouévwy Kal dlaxeipion apxeliob<étnong: Ti
gival TTPOCWTTIKA dedouEva Kal yIaTi TTPETTEl va TTPOOTATEUOVTAI

o [16Te eapuoleTal 0 YEVIKOG KAVOVIOUOG yia TNV TTPOCTACIa O£QOUEVWV
(TKMA);

o TI UTTOXPEWOEIG £XOUV Ol ETTIXEIPAOEIS Yia GUAAOYH, atToBrikeuon Kal
olaxeipion TTPOCWTTIKWY OedOUEVWY CUPPWVa Pe Tov TKTA;

o Tummkdg e€oTTAIONSG ypageiou

e [AWOOCA TOU CWHATOG OTNV ETTIKOIVWVIA

o EmayyeApaTiki ouptTEPIPOPG

e ETrayyeApartikn eueavion

o Baoikég €vvolieg Tou £pyaciakoU TTEPIBAAAOVTOC:
A. AiappUBuICN TOU TTPOCWTTIKOU XWPEOU
B. Epyooiakég oxéoelg
I". O péAog Tng dloiknong
A. Epyovopia otnv epyacia

Il Aiaxeipion MeAatelakwy ZxECEWV

o [1poCdIOPICPAG TWV TTEAATWY PIAG ETTIXEIPNONG
e Atia Twv MeAaTwv
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e Aéopeuon-Eptmiotoouvn-lkavotroinon

e Alaxeipion Tou KUKAOU CWAG TwV TTEAATWV

¢ H atia Tng agoaciwong TeAaTwV

e H onuacia Tng €EUTTNPETNONG TWV TTEAATWV

e Aiaxeipion MeAateiokwyv Zxéocwv (CRM)- Epunveia, otpatnyikoi atéxoiCRM
Kal xpnoluoTtnta

e Topuovrého S.C.O.P.E.

e >uoTaTiké evog povrédou CRM, xpnoiudtnTa, Kol TTAEOVEKTAMATO
e H dlaxeipion Twv TTEAATEIOKWY OXECTEWV WG PId CUVEXNG dladikaaia

MeBoSoAoyia H didaokoAia vyivetar péow OlaAéEewyv, TTapoucidocwy, TIPOBOAN PivTeo,
AidaokaAiag oulnNTRoEWV €VTOG TNG TAENG Kal ETTIOEIEN TTPAKTIKWY EQAPUOYWV.
BiAloypaepia EAAnvikn BiBAloypagia:

e  Kupiakn-Mavéon, A., kai Kouloupng, A. (2015). Aiaxeipion Yneiakou
lMepieyouévou. http://hdl.handle.net/11419/2496. Kallipos, Open Academic
Editions.

e [iavvakotouhog, I., Bouvtoupn, B. (2016). Eicaywyn otnv Apxeiovoyia.
Kallipos, Open Academic Editions. https://hdl.handle.net/11419/6320

e  BakoAa, M. kai NikoAdou, 1. (2019). Opyavwoiakn YuxoAoyia & Zuutrepipopd.
2" 'Ekdoon. Rosili. ISBN: 978-618-5131-59-3

e  ®itoiAng, M. (2015). Zuyxpova MAnpogopiakd ZuoThuara Emyxeipriocwv
ERP- CRM-BPRCRM. https://hdl.handle.net/11419/2256. Kallipos, Open
Academic Editions.

e  ®iroiAng, M. (2015). Zuothuata Alaxeipiong lMeAatelokwy Zxéoewv. In P.
Fitsilis. 20yxpova lNMAnpogopiakda cucriuara Emixeiprioswy. Kallipos, Open
Academic Editions. http://hdl.handle.net/11419/2260

e ABpapoUlAn, A., Kapayewpyodg A., Ntividkng, |, kar Pamm, E. (2015).
zuotiuata Aiaxeipiong lMehateiakwyv  Zxéoewv (Customer Relationship
Management— CRM). InD., Avramouli, A., Karageorgos, |., Ntintakis, & E. Rapti.
Epapuoyéc H/Y omv emmAorroiia. Kallipos, Open Academic Editions.
http://hdl.handle.net/11419/1486

e [lpwrtomamaddkng, |. (2015). Ymodeiyuarikn e€utrnpérnon meAarwy : 60 TpdTTO!
yia va Onuioupynocete moTous meAareg. Ekdooeic AB. ZtauouAng. ISBN:

9789603519867
e Tewpyiddou, Z., KAwvifakng, A., Moipa, M., ®pdaykou, A. (2015). Xwpoi
ypageiwv: Mia IoTopia QPXITEKTOVIKAG EOWTEPIKWYV XWPwV.

https://hdl.handle.net/11419/1786. Kallipos, Open Academic Editions.
e  Solomon, M. R.(2020). Zuumrepipopd KaravaAwrth : Ayopalovrag, Exovrac Kai
Zwvrac. 11N Ekdoon. Ekd6oeic TO6Aag. ISBN: 978-960-418-811-6.

e  MmaATag, I., kai MammacTtaBotrotAou, M. (2013). Suumepipopd karavaiwrr. 21
‘Exdoon. Ekddoeig Rosili. ISBN: 9789607745309.
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AyyAikn BiBAioypagia:

e  Knox, S. (2003). Customer relationship management: Perspectives from the
marketplace. Butterworth & Heinemann. ISBN: 0-7506-5677-8

e Buttle, F. and Maklan, S. (2019). Customer Relationship Management:

Concepts and technologies. 4t Edition. New York: Routledge. ISBN:
9781138498259

e Kasavana, M. L. (2013). Managing front office operation. oth Edition.
American Hotel & Lodging Educational Institute. ISBN: 9780866124126

e Bussmann, U., Schweighofer, S., and Panz, R., M. (2014). Organisational
Cultures: Networks, Clusters, Alliances. Hamburg, Germany: Anchor. EBSCO
Host. ISBN: 9783954896219

e Salome Van Coller, P. (2016). Coaching Leadership Teams: Getting
Organisational Culture Aligned. Randburg: KR Publishing. EBSCO Host. ISBN:
9781869225797

e Brandes, U., and Erlhoff, M. (2011). My Desk Is My Castle: Exploring
Personalization  Cultures. Basel: Birkhduser.EBSCO Host. ISBN:
9783034607742

e Perrine, J. (2017). Become A Procedures Pro: The Admin's Guide to
Developing Effective Office Systems and Procedures. Julie Perrine
International LLC. ISBN: 978-0982943090.

Aiadikruakoi Tomol

https://customerthink.com/
https://europa.eu/youreurope/business/dealing-with-customers/data-
protection/data-protection-gdpr/index_en.htm

e [lapouacia Kal CUPPETOXA OTNV TAEN 10%
AgloAéynon e [patTn epyaocia oTn BepaTikn “Alaxeipion MeAATEIOKWY IXECEWV” 15%

e [patrt epyacia otn BepaTikn “Aloiknon I'pageiou” 15%

e [lpakTiKy doknon otn Bepartikn “Aloiknon pageiou” 10%

o TehikA Npamti E¢ETaon 50%
MMwooa EAANVIKG 1 AyyAiké
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egarz eNea.

TitAog MaBRuarog

Eicaywyn oTig Ae§i16tnTeg MNpamrTig ETTiKOoIVwviag

Kwdiko6g
Ma@nuarog

OFMA101

TOtrog padnuartog

OeswpnTiK6 Kal MNpakTIiKé

ETrimredo AirAwpa

‘Etog /

E€aunvo 1° "Etog / 1° E€Gunvo
@oitnong

Ovopa Aiddokovta

EipAvn Z1a0pidn, Aptepig MNMoAéou Addou

ECTS

10

AlaAégeig /
ERSopada

EpyaocTthpia

3 | eBdopudda

4

Z16)01 MaBuarTog

216X0G TOU NaBAAaTOoG €ival va eI0AYEl TOUG POITNTEG OTOUG KAVOVEG TNG EAANVIKAG Kal
ayyAIKAg daxTuloypa@iag v TTapdAAnAa Toug BI8GOKEI TN XPHon MIOG EQAPHOYAS
emedepyaoiag keipyévou oe H.Y wote va ptmopolv va eKTEAECOUV KABNUEPIVES
epyacieg Tmou oxetiCovral he TN dnuioupyia, TN Mop@oTToinon Kai TNV OAOKANPwWON
EYypapwy.

Ma@noiakd
AtroteAéopar
a

Me Tnv oAokAApwan Tou PaBrRuaTog, oI POITNTEG avauEvETal VA
MNvwoseig:

1.
2.
3.

4.

Evromifouv Ta onueia d16pOwong KeINEvwy

Katavoouv Bacikoug kavoveg ouvTagng atov ypatto Adyo
Emdeikviouv yvwoeig TpoTTwyv dIaTagns diapopwy TOTTwY
ETTIXEIPNOIAKWY EYYPAPWY KAl dNUIOUPYIAS TwV OXETIKWYV apXEiwV
KEINEVWV

Avayvwpifouv TIG KOAEG TTPAKTIKEG OTO OXeSIOOUO Kal TN onuaacia Tng
OUVETTOUG HOPPOTTOINONG KAl OTUA OTNV ETTEEEPYATIA KEINEVWIV.

Aei16TnTEG:

5.

6.
7.

Anpioupyouv éyypaga 1Tou va TTEPIAaUBAVOUY OTOIXEIO OTTWG TTIVOKES
ava@opdg, ypa@AUaTa, CUVOETHOUG | POPEG.

MAnkTpoAoyouv e akpifeia kal TaxutnTa Tepitrou 30 AéCewv ava AeTTTO

Eival og Béon va dakTuAoypa@ouyv, atmo Xeipoypapn popen, diapdpwy TUTTWV
ETTIXEIPNOIAKA Eyypa@a (EUTTOPIKEG ETTIOTOAEG, ONUEIWOEIG, TTPOYPANMATO
TagIdIwV, Apbpa, dIAPNUICTIKA, QOpPUES, €IOOTTOINCEIS, aTlévia, TTPOYPAUUA,
EKBEOEIQ)

IkavoTnTeg:
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8. ZuvepyadovTal e GAAOUG yIa va SnNUIOUPYROOUY Kal va eAEYEOUV E AoQAAEIn

Eyypaga

9. E@appoélouv Tn owaoTh Jop@oTroinon ata oTolxeia TG oeAidag katd tnv

emmegepyaoia Keluévou

10.Eival o€ 6éon va ere§epyddovTal KEiPEVO agioTToIVTAS TIG JIAPOPES

OuvaTOTNTEG TOU ETTEEEPYAOTH KEIMEVOU KAl VA TO ATTOONKEUOUV OTOV
NAEKTPOVIKO UTTOAOYIOTH avaAoya Pe TNV TTEpioTaon.

MpoatraitoUpeva

ZUVATTAITOUMEVA

Mepiexoépev
o
Ma@nparog

| AakTUuAoypa@ia

Eicaywyn oTnv TEXVIKA TNG AaKTUAOYPAPNONG

MANKTPOAGYIO Kal Béon OAKTUAWY Kal EKNABNan TTANKTPoAoyiou

AOKAOE€IG aKpiBelag Kal TaxuTnTag (UTTOAOYIOUOG Kal EUpEDN TaxUTNTAG)
YTtétiTAol

Xelpdypaga - onueia d16pBwang KEIPEVWY

Baoikd pépn/Aoun Eptropikwy emioToAwy. MEBodol dIATagNG ETTIOTOAWY —
olyxpovn, NUIKAQoOOIKA Kal KAaooIkr dIdTagn

Anpioupyia Tivakwy oTnv dayxTuAoypagia

Anpioupyia TToIKIAWY epyaciwy piag oelidag .. onueiwoelg (blocked / fully
blocked style)

Alapopewaon AWV ETTIXEIPNOIOKWY YYPAPWY OTTWG TT.X. ApBpa, UAAO
TIANPOPOPIWY Kal AioTa eAéyxou

Epapuoyr katdAANAwv TTepIBwpiwV Kail SIAoTIXWV

AidaokaAia BacikAg oUVTagNg ypaTTou Adyou

ExudObnon Bacikwv opoAoyiwv

Il Emre§epyacia Keipévou
Formatting

Text
Paragraphs
Styles
Columns

Objects

Tables
Pictures

Referencing

Captions, footnotes and endnotes
Citations and bibliography
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e Reference tables and indexes
e Bookmarks and cross-

references Enhancing productivity

e Using fields

e Forms, templates

e Mail merge

e Linking, embedding
e Automation

Collaborative editing

e Tracking and reviewing
e Security

To pdéOnua tepIAaudvel SIOAEEEIG, TTAPOUCIAOoEIG, €TTiIOEIEN OAKTUAOYPOQIag Kai

M£9050)\0’Yi0 AOYIOUIKOU OUuVvOUOAOUEVN HE TIPOAKTIKEG QAOKNOEIC O E€PYACTAPIO NAEKTPOVIKWV
Aidaokaliag UTTOAOYIOTWYV, KOBOBNYOUPEVWY GULNTAOEWY PE TNV EVEPYO GUUHETOXI TWV QOITNTWV.
EAAnvikn BiBAioypaeia:
e NeokAéoug, K. (2015). lAnkTpoAdynon A Apnc oe HAekTpoviké YmoAoyiorn kai
Emeéepyaoia Kepévou: EkudOnon tou Microsoft Word 210. 4N “Exdoon.
ISBN: 9789963787784
o EAAnvIkn Aaktuloypagia | & Il. KES College
e [lpodpoun, A., kai HAia, M. (2015). ECDL: Emeéepyacia keiuévou Word Processing.
2'1"Exdoaon. Negresco Ltd. ISBN: 978-9963-2079-0-9
BiAioypagia e XpnoTtou, X. (2018). To oAokAnpwuévo BiBAio dibaokadiac ECDL : The complete
teaching coursebook/Word processing & Spreadsheets. Volume 2. EQUCYBER CC
Co Ltd. ISBN: 9789925746613
AyyAikn BiAioypagia:
e English Typing | and Il (2012). KES College
e Greek Typing | and Il. (2012). KES College
e Christou C. (2018). To oAokAnpwévo BiBAio didackadiac ECDL : The complete
teaching coursebook/Word processing & Spreadsheets. Volume 2. EQUCYBER CC
Co Ltd. ISBN: 9789925746613
e [lapoucia Kal GUPPETOXT OTNV TAEN: 10%
AgloAdynon e MPOKTIKEC AOKAOCEIC OTN BepaTIKA “AakTUloypagia’ 10%
¢ [pakTikég aokoelg oTn Bepartikn “Etegepyaoia Keipévou” 10%
o Tehikn TTpaKTIKA €&€Taon oTn Bspatiki “Emegepyaoia keipévou” 35%
o TeAikn TTPaKTIKA €&€Taon oTn BepaTikr “AakTuloypaia”: 35%
FA\wooa EAANVIKG i AyyAIKG
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egarz eNea.

TitAog . . . .
MaBrApaTog Eicaywyn otnv Oikovouiki Alaxeipion Fpageiou
Kwdikog
MaBRpaTog ACCT110
TOmog HadApATOG (PeWPNTIKO
Emrimedo AiTrAwpa
‘Etog /
E¢aunvo 19 ‘Etog / 1° E€dunvo
@oitnong
Ovopa Anur A .
AISGOKOVT nUNTPNG ANUNTPIoU
a
AlaAégeig / EpyaocTthpia
ECTS 10 eBSopada 5 | eBdopada
516 2TOX0G TOu paBniuartog eivalr va €iocdyel Toug QoITNTEG OTOUG BacIKoUG KavOveg
Toxol AeIToupyioc  TNC  AOYIOTIKAG KOl TG  €TOINOGIOC TWV  TEAIKWY  OIKOVOUIKWY
Ma@rnpatog KOTAOTAOEWV.
Me Tnv oAOKARpwOoN Tou HAaBAPATOG, Ol POITNTEG AVOUEVETAI VO
MNvwozeig:
1. AvrmiAapBdvovTail Toug BacikoUg Kavoveg AeIToupyiag TNG AoyIOTIKAG
2. AvtiAapBdavovTal Tig BacikéG apxéG TTpoUTToAoyIoHoU dlaxeipiong ypageiou
3. AvTtiAauBdvovrai TiIg BaoIKEG EVVOIEG KAl apXEG TOU TTePi ETaipeiwv
Ma6noiakd Népou
AtmroteAéopar AcE16TNTEC
a
4. Eival og Bon va kataxwpouv cuvaliayég oTta BIBAia apXIKAg
EYYPOAPNS Kal AoyaplaopoUg
5. Eivai og 6éon va eroipddouv 1o BiBAio Tapeiou, AauBdavovtag utréyn Tig
EUTTOPIKEG & TOUEIOKES EKTTTWOEIG
6. Karaxwpouv syypa@és oto MikpoU Tapuegiou
IkavoTnTEG:

7. E@appolouv Bacikég apxEg TTPoUTToAOYIoUOoU Slaxeipiong ypageiou
8. E@appuolouv oTpatnyikéG Kal dIadIKATIES I TTPOCTACIA TWV AOYIOTIKWV
OedONEVWV.

MpoatraiToUpeva

ZUVATTAITOUMEVA
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Baoikég évvoleg kal apxég Tou TTepi ETaipeiwwv Nopou

Baoikoi kavoveg AoyIOTIKNG

NOYIOTIKA €Eiowaon Kal n EQapuoyr NG

) Xpnon kai Asiroupyieg Tou MikpoU Tapeiou Kataxwpnon eyypagwy ato Mikpd

Mepiexopev Taueio ArrAoypa@ikd cUCTNUA KOl KAVOVES

o o ‘Evvoieg Kai diaxwpIioudg KEQAAAIOUXIKWY Kal AEITOUPYIKWY 660wV Kataxwpnaon

Maénparog OUVOANOYWV KEQAAQIOUXIKWY Kal AEITOUPYIKWYV £€00wV BIBAia apXIKAg kaTaypapn

o KUpia AoyIoTIKA Kal ETTIXEIPNUATIKA £yYPa@a YTTOAOYICHOG EUTTOPIKWY KAl
AOYIOTIKWYV eKTTTWOEWYV Baoikég apxég TTpoUTToAoyIoHOU dlaxEipiong ypagpeiou

o [lpooTacia AoyioTIKWV dedopévwy — MNpooTacia dedouEVwY aTTo un

e¢oualodotnuévn TpooBacn. Emegepyaaia TpoowmiKwy deSOPEVWY Kal

OIKOVOUIKWYV 8edOPEVWV UE XPan KATGAANAwY epyaAgiwv Kal JETPWV.

MeBodoAoyia H péBodog didaokaAiag TrepIAauBavel eTIOEIEEIG, TTAPOUCIATEIG KAI TTPAKTIKEG
Aidaokaliag OOKNOEIG.
EAAnvikn BiBAloypagia

o Kaohapapdg, N., A,, kai Kahauapd, A. N. (2013). evikn AoyioTikn:
Ocwpia & spappoyn. 3N ‘Exkdoon. Exkddoeic AB. ZtapoUAng. ISBN:

9789603519218.
e Niamng, K., I, ka1 Pikog, I". A. (2017). AoyioTikn Kai 0OIKOVOUIKH TwV
ETTIXEIPHOEWY
: Accounting and Business Economics. Mtévou E. ISBN 978-960-359-135-1.
BiBAioypagpia e O Tepi Etaipeitov Népog. Mnyn
AyyAikn BiAioypagia

e The Companies Law. Source

o Astbury, S. (2016). LCCI Bookkeeping and Accounting. Volume |. Pearson.
ISBN: 9781784476649

¢ Robinson, S. (2016). LCC/ Bookkeeping. Volume |. Pearson. ISBN:
9781784476632 Williams, J. R., Haka, S. F., et al (2015). Financial &

managerial accounting: The basis for business decisions. 17th Edition. McGraw
Hill Education. ISBN: 9781259255830.

¢ Hannigan, S. (2016). LCCI Accounting. Volume Ill. Pearson. ISBN:
9781784491307 Alexander, M., and Kusleika, D. (2019). Microsoft Excel 2019
BIBLE: The Comprehensive Tutorial Resource. John Wiley & Sons,Inc. ISBN:
978-1-119-51478-7.

e Alexander, M., and Kusleika, D. (2019). Microsoft Excel 2019 BIBLE: The
Comprehensive Tutorial Resource. John Wiley & Sons,Inc. ISBN: 978-1- 119-

51478-7.
e [lapoucia Kal CUPPETOXA OTNV TAEN 10%
AgioAéynon o [pamTég aoknoeig 20%
e Alaywvioua 20%
o TehikA E¢Etaon 50%

Nwooa EAANVIKA 1 AyyAika
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http://www.biblionet.gr/com/438/%CE%9C%CF%80%CE%AD%CE%BD%CE%BF%CF%85_%CE%95
https://www.cylaw.org/nomoi/enop/non-ind/0_113/index.html
https://www.olc.gov.cy/olc/olc.nsf/6BCABD5B106FBC2EC225890F002A529E/$file/companies%20law.pdf
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TitAog pabrparog

Emixeipnoiakn Emikoivwvia

Kwdik6g padnuarog

OFMA102

TOtrog padnuartog

OeswpnTiK6 Kal MNpakTiké

Eritredo

AiTAwpa

‘Etog /EEGunvo

‘Etog 19 / E€dunvo 2°

Ovopa d316doKovTa

Eipvn Zraupidn, Maipn Mouloupou

ECTS 10 AloAégeic] epSopada | 3 /Efgg;’;ggf 4
To padnua €xel OKOTTO va eVOUVANWOEI TO ETTITTESO YPATITAS KAl TIPOPOPIKNG
ETMIKOIVWVIAG TwV @QOITNTWV/TPILOV KAl va Oleuplvel TO YAWOOIKO TOUug
FKOTOG Kal PETTEPTOPIO O€ ETTITTEDO OOUNAG TNG YAWOOAG KAl AEIAOYiOU — IKOVOTNTEG TTOU €ival
oT6XO! XPrOIMEG OTOV KOOUO TWV ETTIXEIPAOEWY. To NaBnua autd oToxeUEl ETTIONG OTNV
HaBRpaTOC amokTnon TrepaItépw Oe§IOTATWY AaXTUAOypa@iag ATTOCKOTTWVTAG OTO va
BonBrioouv Toug POITNTEG/TPIEG TTPOOBEUTIKA VO DAKTUAOYPAPOUV ypriyopa KAl
OwOoTd Ta dId@opa ETTIXEIPNCIAKA £yypa@a PE TO TUPAS oUCTNA.
Me Tnv oAokAApwan Tou PaBrRuaTog, oI POITNTEG avauEVETal VA
MNvwozeig:
1. KaravoouUv Ta onueia d16pBwong Keiwévwy  Kal  avamriooouv
OUVTOUOYPOQIES
Aeg16TNnTEG:
Ma6noiakd 2. Eival og 6éon va dakTuAoypa@oUv e akpifela kal TaxuTnTa
aTmoTeAéopaT 3. TouAdyiaTov 35 AéEewv avd AeTTTd
a 4. Eivai ot 0éon va O&akTuAoypa@oUv Jid@opwy TUTTWV £yypaga

(epTTOPIKEG ETTIOTOAEG, TTPOYpauua Tagidiou, didpopa EVTUTIa, QOPUEG,
KTA) e@appofovTag cuoThpaTa dIATagng
IkavoTnTeg:

5. Eival o€ 8éon va e@appodouv TIG apxEG ATTOTEAEOUATIKAG YPATITAG Kal
TIPOYOPIKNG ETTIKOIVWVIOG

6. Etoipalouv Troikiha emTayyeAdaTiKG éyypaga (Baciopéva Tavw o€
TTpokaBopiopéva TTPATUTTA) XWPIG CUVTAKTIKA 1 YAwooiké A&On kai e
OWOTA XPNon £TayyEAUATIKAG OpOoAOYiIag (TT.X. atTopuyn apyKo KATT)
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MpoatmraiToUpeva

OFMA101 Eicaywyn oTIg
Aeg16TnTEG MPATTITAG EMIKOIVWVIiOG

ZUVATTAITOUMEVA

| Emixeipnoiakog Adyog
e O pOAOG TNG ETMIKOIVWVIAG OTIG ETTIXEIPATEIG:

(0]

(0
(0]
(0

O O

OpIou6G ETTIKOIVWVIOG Kal ETTIXEIPNCIOKAG ETTIKOIVWVIAG
H diadikagia TnNg ETMIKOIVWVIOG

MpoUTToBE0 €IS ATTOTEAECHATIKNG ETTIKOIVWVIOG

H emkoivwvia wg pé€oo yia Tnv TAnpo®dépnon 1ng
ETTIXEIPNONG

Baoikd onpeia yia Tnv utroordnon Tng TTIKOIVWVIAG
Ta XapakTNEIoTIKA TNG ATTOTEAECUATIKAG KAl
QVATTOTEAEOUATIKAG ETTIKOIVWVIOG.

0 H xpron Tng YAWOGoAG wg ETTIKOIVWVIAKO €PYAAEio

Eicaywyn oTa péoa Kal JOPPEG TNG ETTIXEIPNCINKAG

ETMIKOIVWViag
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o Mop@ég ecWTEPIKAG ETTIKOIVWVIAG:
= [pogopikA Emikoivwvia kai Méoa E@appuoyng
= [1AeOVEKTAMATA/ PJEIOVEKTAUATA TTPOPOPIKNAG
ETTIKOIVWViAG
= Méoa e@apuoyng:
zugnmon
ZXOANIOONOG
®dnuohoyia
AidAoyog
Odnyia
ZU0KeWN
EvTOAn
OuiAieg kai Mapouaidoelg
AIGAEEN
Akpdaon
Ailatrpayudreuon
= [AWOOIKEG AOKAOEIG VIO KATavonon TTPO@opIKOU
Noéyou
* [pamti EmKoivwvia kai Méoa E@apuoyng
= [lAeovektrpaTa/ MEIOVEKTAMOTO YPOTITA]
ETTIKOIVWViag
=  EVVOIOAOYIKEG MOPQEG  TUTTIKAG KAl ATUTTNG
ETTIKOIVWVIAG Kal TO TTEPIBAAAOV TNG ETTIXEIPNONG
= [pamTA emKkoivwvia: Opyavwaolakd EvTutra Kal
ouvTaén
= Aitnon
= YUuoTaTIKr ETOTOAA
= Avakoivwon
=  EioAynon
=  Avogopd
= Amogaon

Mepiexopev
o
HaOARuaTOG

VVYVVVVVVVYVYYVYY
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egarz eNea.

‘EvTutro Trpounfciag

MpdTaon

MpakTIKG ouvedpiaong

YTINEECIOKO ZNPEIWPO

EvTOAn

YTouvnua

= Yoog — Emimeda Adyou. Aigpelivnon £TTIKOIVWVIOKOU Kal
KOIVWVIKOTTOMITIONIKOU GUYKEIPEVOU (= TTEPIOTAON
ETTIKOIVWVIOG)

= AouIKd oTolIXeia ToUu ypaTrTou Adyou — NpdTaon,
TTEPIOdOG, TTAPAYPAPOS

= Aemoupyiky pappatikl. Algpeuvatal n  (AeIToupyikn)
YAWOGCQA 1] YPAUMOTIKA TOU KEINEVOU OTO EUPUTEPO TTAQICTIO
Twv oupPBdoewy Tou (EvOeikTIKG: XpAon Xpdvwy pANATOG,
agioroinon  €dwv  TPOTAONG,  XPAON  QPPACEWV,
OUVOEOUWY Kal €mMPPNUATWY TTou dnAWVouVv XpPOovo,
TOTTO, TPOTTO, XPAON E£MBETWY, PNUATWY OE EVEPYNTIKA A
o€ TabnTIKA ewvn).

=  [Awoaoikn IkavétnTa ( A AeKTIKN IKavoTnTa)

» [AWOOIKEG AOKNAOEIG yIa KaTavonaon ypatTou

Abyou

MAwOoOoIKEG AOKNOEIG yia T doUA TNG

YAWOOoOG (YPOUUATIKA KAl CUVTAKTIKO)

MAWOOCIKES AOKNAOEIG YIa TNV avaTITuén

Ae€INOYIKOU peTTEPTOPIOU

Mapouaciacn Tou eautoU Kal Bloypagiko

onueiwpha

AvatrTuén Bioypa@ikol onUEIWPATOG

AVATITUEN KAAUTTTIKAG ETTIOTOARG

VVVYVYYVYV

VV V V V

Il: AakTuAoypagia

AOKAOE€IG TaxUTNTAG KAl aKPiBEIag

AOCKAOEIG EQAPUOYNG 0dNYIWV PETAYPOPNG KAl ETTEEEPYOTIOg
eyypaowyv

MAAPNG YPAPN TWV GUVTOUOYPAPIWY KAl GAAWV CUVTOUWYV AEEEWV TTOU
epavifovtal oe XeIpdypaPo fj daxTuAOypa@nUEVO EVTUTTO
(MpoodIopPICOG CUVTOUEUNEVWY AEEEWY, QVATITUEN KOl
opBoypapnuévn atrédoon )

Mapaywyn TTOIKIAWY HOVOGEAIBWY EVTUTTWV (OPYaVWOIAKA EVTUTTQ,
ONMEIWTEIG Kal GAAQ)

Mapaywyn GAAWV ETTIXEIPNHATIKWY EYYPAPWV/KABNKOVTWY JE
OUVETTEIQ, CUNQWVA JE TN oUPBaCN Kal TIG CUYKEKPIMEVESG 0ONYiES, TT.X.
g1d0TT0INON, ATdévTa, EVTUTTO, APOPA, AVOPOPES K.ATT.

Znueia d16pBwang KeINEVWY - XEIPOYPOPA KEIEVA

EptropikA emoToA — Ei0IkéEG evoeigeig (ouvnuuéva, BEua, uttdyn,
aQpopd, KOIVOTToinan, uaTePOYPAPO, EUTTIOTEUTIKN) ETTIOTOANR)
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e JupTTEPIANYN ouvnuuévwY / avTiypa@wy / eI0IKWV eVOEIEEWV (TT.X.
eTreiyov) Pe Tov KaTdAANAo TpOTTO

o Eogappoyn Twv KatdAANAwv TTepIBwpiwy Kal dIACTIXWV.

o Eutropikn emoToAn (EyKUKAIOG)

e nueiwpa (ouyxpovn Kal KAaoikA didragn)

o [IpoowTTIKES ETTIOTOAEG (EUTTOPIKAG KAl QIAIKAG QUOEWG)

e [livakeg

o [lpdypaupa TagIdiou

e 'EvTutra Kal QOPUES

e  AIQQNUICTIKA, TTPOCKARCEIG

e Aokipia Méoou Emmédou Tou Ymroupyeiou Maideiag, ABANTIOUOU Kal
NeoAaiag.

Me@odoAoyia
S18aokaAiag

To p&Bnua diegdyetar otnv  aiBouca O1BACKOAIG Kal TO €PYQOTHPIO
NAEKTPOVIKWV UTTOAOYIOTWY. To padnua cuptrepidauBavel rapddoon Bewpiag
o€ ouvOUAOUO WE TTPAKTIKN €£A0KNON. Z€ OAQ Ta KEQAAQIQ YivovTal CUCTNPOTIKA
TIPAKTIKEG AOKAOEIG EUTTEOWONG. H d1daoKkaAia eTITUYXAVETAI HECW BIOAECEWY,
ATOMIKN 1] opadIKN epyacia Kal GAAEG TTPAKTIKEG AOKAOEIG.

BiAioypagia

EAAnvikn BiBAioypagia

Krogerus, M., Tschappeler, R. (2021). To BiBAio tn¢ emkoivwvia. Ekd60EIg
AioTrTpa, ISBN:978-960-653-137-8

BakoAa, M., kai NikoAdou, | (2019). Opyavwoiakn YuxoAoyia &
Suumepipopd. 2" 'Exdoon. Rosili. ISBN: 978-618-5131-59-3

ApioToTéAelo MavemmoTtApio Ogoocalovikng (2009). Aegéikd 1N KoivAg
veoeAnviknic. 8N Ekdoorn. ISBN: 9789602310854

Mmapmviwtng, . A. (2008). OpBoypapikd Aeéikd e Néag EAAnVIKAS
Mwooag: Eényei kai d10doker Tnv opBoypagia. Kévipo Ae€ikoloyiag. ISBN:
9789608975149

KAaipng, X., kai Mmapumviwtng, . (2011). 2Zuvorrikn ypauuarikn tng Néag
EAMnvikric:  AouoAesiroupyikh — Emikoivwviaki. 21 ‘Exkdoon.  Kévipo
Ae€ikoMoyiag. ISBN: 9789609582025

Tpiavta@uAAidng, M. (1979). NeoeAAnvikn ypauuarikr. OEAB

KES College (2021). EAAnvikn AaktuAoypagia Méoou EmrirTédou.
XpiotodouAou, A. MNwaoikég Aoknoeig. KES College.

AyyAikn BiAioypagia

KES College (2012). English Typing | and Il: KAddo¢ Aioiknon Ipageiou
kai pauuareiakéc 2mmoudég. KES College

KES College (2012). Greek Typing | and Il (KAGdog Aioiknon Npageiou
kai Fpauuareiakég 2mmoudéc). KES College.

KES College (2021). AyyAiki AaktuAoypagia Méoou Emirédou.

Bhatt, A. K. (2015). Administrative and Business Communication. Laxmi
Publications Pvt Ltd. EBSCO Host. ISBN: 9789383828517
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e Ragas, M., W., and Culp, R. (2018). Mastering Business for Strategic

Communicators: Insights and Advice From the C-suite of Leading Brands. 1st
Edition. Bingley: Emerald Publishing Limited. EBSCO Host. ISNB:
9781787145047

e James A. (2017). Cover Letters: The Ultimate Step-by-Step Guide to Writing
a Successful Cover Letter (employers, targeting, creating, questions, resume,
job hired, dead, winning, application, interview, career). CreateSpace
Independent Publishing Platform, ISBN: 978-1973928010.

Aiadikruakég MuAeg:

e H 1UAn yia Tnv EAANVIKA YAWooo
https://www.greek-language.gr/greekLang/index.html

« [Mapoucia kal CUPPETOXN OTNV TAgN: 10%

o [pamTéc aoknoelg yia Tn BepaTikn “ETTiXEIpNOI1aKOG AGyos” 10%
AgloAéynon « TpakTIKéEG aOKATEIS yia T BepaTik “AakTuloypagia” 10%

o TeAKn TPOKTIKA €EETAON yia TN BepaTikr “AakTUuAOypo@ia” 35%

o Telikn ypatrm €g¢€taon yia Tn Bepatikr “Emixeipnoiakdg Adyog” 35%
Nwooa EAANvIKA 17 AyyAIkd
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egarz eNea.

TiTAog pabrparTog

TexvoAoyikég EQapuoyég 0TnV OIKOVOMIKK dlaxEipion ypageiou

Kwdik6g pabnuarog

OFMA103

TOmTOog HadpaTOg

OewpnTIKO6 Kal MNPpakTIkd

Emitredo

AirAwpa

‘Etog /E§Gunvo

‘Etog 1° / E€dunvo 2°

‘Ovopa d1ddoKovTa

AnunTpeng Anuntpiou, Aptepig NMoAéou Adadou

ECTS

EpyaoTthpia

10 AlaAégeig/ eBdopdda | 4 I eBBouGBa

ZKOTTOG Kal
oTOXOI
MaOARpATOG

To pdbnua autdé cuvduddlel T AOYIOTIKA HE TO UTTOAOYIOTIKA QUAAA yia va dwaoel
Mia OAoOKANpwuévn €IKOVa yia TO TTWG Ol OUO QUTEG YVWOEIG PTTopoUV va
ouvouaoToUV KAl VO €QAPUOCTOUV OTNV OTTOTEAECHATIKN SlaxEipion Tou ypageiou.
O yevIKOG 0TOX0G TOU HaBAuaTOoG gival va E0IKEIWBOUV oI PoITNTEG/TPIEG ME TN XPHON
TWV UTTOAOYIOTIKWYV QUAAWY Kal va PTTopoUlv va €@appodouv Tn yvwaon Toug yia Ta
UTTOAOYIOTIKA UAAQ Kal TIG AOYIOTIKEG TOUG YVWOEIG OTNV ATTOTEAECUATIKN EKTEAEON
TWV KABNKOVTWY TouG. H TTpwTn €voTNTA, AUTA TNG AOYIOTIKAG, £XEI WG OKOTTO VO
€I0AYEI TOUG QOITNTEG/TPIEG OTIG PACIKEG APXES TNG YEVIKAG AOYIOTIKNG TTPOKEIUEVOU
va KATAoTOUV IKAVOi va a&IoTTOINo0UV TIG apxéG aTn MEAAOVTIKA Toug epyaaoia. H
0eUTEPN EVOTNTA £XEI WG OKOTTO VA €I0AYEI TOUG QOITNTEG/TPIEG OTIG BUVATOTNTES KAl
A€IToUpYieG TWV UTTOAOYIOTIKWY QUAAWY, TTPOKEINEVOU VA ATTOKTAOOUV IKAVOTNTES
onuIoupyiag UTTOAOYIOTIKWY QUAAWY aAAG Kal GAAWV  IKAVOTATWY —  OTTWG
onuioupyia Bacewy dedouévwy, TTIVAKWY, OIQYPOUUATWY, UTTOAOYICUWY KTA., - Ol
OTTOIEG IKAVOTNTEG KPIVOVTAI WG XPOIUES OTIG ONUEPIVEG ETTIXEIPATEIG.

Ma@noiakda
atroTeAéopaT
a

Me Tnv oAOKARpwaon Tou HaBAPATOG, Ol POITNTEG/TPIEG AVANEVETAI VA:

MNvwozeig:

1. Karavoouv Tw¢ va eToiyddouv katdotaon emaihideuong tpatmedag (Bank
Reconciliation Statement), AoyapiaopuoUg eAEyXou XPEWOTWY Kal TTIOTWTWV
(Control accounts), Kal OIKOVOUIKEG KATAOTACEIG ATTOTEAEOUATWY Xpriong &
I00Aoyiopou (Income Statement, and Statement of Financial Position).
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2. Karavoouv TIG TTPONYMEVEG ETTINOYEG MopgoTToinong,
ouptrepIAauBavopévng TG  Mop@oTtroinong  umod  Opoug  Kal TG
TIPOCOPHOCHEVNG HOPPOTTOINONG.

3. Avayvwpifouv TolE¢ ouvapTAoEIS Ba xpnaoiyotroinBouv o€ TUTTIOUG Kal
QVTIHETWTTICOUV OQAAUATA.

Agg16TNTEG:

4. AnuioupyouUv Kal HOp@OTroloUV Ypa@IKEG TTAPACTACEIS Kal dlaypdupaTa.,
TTivakeg Kal AAAeS Baoelg dedopévy.

5. MNMapdyouv avagopég Kal va EKTEAOUV UTTOAOYIOHOUG.

IkavoTnTEg:

6. E@apupolouv TIG yvwoelg AOYIOTIKAG KAl UTTOAOYIOTIKWY QUAAWV yia va
OAOKANPWOOUV COPWG KaBoPIoHEVEG €pyaciec Kal va AUCOuV OTTAG
TTpoBAANATA hE KATTOIO KaBodrynan 1 eTTiRAswn.

7. Xepilovral £yypa@a Kal OedOuéva PE EUTTIOTEUTIKOTNTA, OKOAOUBWVTOG

OTPATNYIKEG YIa KAAR TTPAKTIKA d1Iac@AAIoNG TwV (AOYIOTIKWY) OEDOUEVWV.

MpoatraitoUueva

ACCT110 Eicaywyn otnv
Oikovouikn Alaxeipion Mpageiou

ZUVATTAITOUMEVA

Mepiexopev
o
MaOARpATOG

Evétnta I: AoyioTiKA

Tpatredikég ouvaAAayég
a) TpoTtrol TTANPWWRAG Kal TTapaAaBig XPNHATWY.

b) Avdykn KaTaoTACEWV CUP@WVIOG Kal auvTagn dAAwWaNG TPATTECIKAG
ouppwviag.
c) Evnuépwoaon Tou BiIBAiou TapEgiou Kal TTIPOCAPUOYH TOU UTTOAOITTOU:
- AUETEG XPEWODEI
- TPOTTECIKEG XPEWOEIG
- TPATTECIKOI TOKOI
- 016pBwaon AaBwv
- TTAYIEG EVTOAEQ
- METOQOPEG TTIOTWOEWV
- OKAAUTTTN €TTITAYNA
d) Evnuépwaon tou umréAoitrou Tou BiAiou Taueiou
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o OI1 OKOTIOi KOl N TTPOETOINATIO TWV AOYAPIAOUWYV gEAéyXOU
a) O oKOTTOG TwWV AoyapIaoPwWY eAEyXOU
b) Katdption TtOoU AoyaplaouoU eAéyxou Tou KOABOAIKOU EUTTOPIKWY
OTTAITACEWY, WOTE va TTEPIAAUPBAVETAI N AVTIUETWTTION TWV UTTOAOITTWV
MEloWNQiag.
c) Mpoetolyacia Tou AoyaplaopoU €AEyXou Tou KOBOAIKOU EUTTOPIKWV
UTTOXPEWOEWY VIO VO CUUTTEPIAGRBEI TNV QVTIMETWITION TWV UTTOAOITTWV
Helown@iag

¢ ETtoipacia oIKkOVOMIKWYV KATAOTACEWV
a) ZUvTagn KataoTaong AoyapliaguoU aTTOTEAEOUATWY (KATAoTAONKEPDWY N
NUIWV), N aTTOCTTACHOTOG TG, YIa évav EUTTOPO ATTO éva OEBOUEVO OUVOAO
OedONEVWV.
b) MpoeTolpacia KAaTdoTaong OIKOVOUIKAG B€ong, | ATToOTIACUATAS TNG, VIa
Evav emixeipnpaTia atrd éva oUVoAo deQONEVWV.

e Alaxeipion  AoyIiOTIKWV  TTANpo@opIwV  Kal  Sedopévwv g
EUTTIOTEUTIKOTNTA Kol Slao@dAion Twv dedopévwy. [lpootacia Twy
EMTTIOTEUTIKWV TTANPOPOPIWY, AVECAPTNTA OTTO TOV TUTTO, YIa OAOKANPO TOV KUKAQ
(wng Twv TANpo@opiwy. [lolog éxel TTpdoBacn OTnv TTANPOPOPNCN Kal TTWG
peTaBiBadeTal n TTANPOYOPNGCN. EUTTIOTEUTIKEG OCUPQWVIEG Kal £€EOUCIODOTNHEVEG
TpooPacelg ata dedouéva.

Il: YroAoyioTikd ®UAAa
1. Formatting
o Cells
o Numbers/Dates
o Alignment/Border effects
2. Managing
o Columns and rows
o Worksheets
3. Formulas and functions
o Using formulas and functions
4. Charts
o Creating charts
o Formatting charts
5. Analysis
o Using tables
o Sorting and filtering
6. Validating and auditing
o Validating
o Auditing
7. Enhancing productivity
o Naming cells
o Paste special
o Linking, embedding and importing
o Automation
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Me@odoAoyia
di1daokaAiag

To pdOnua TepIAapBavel SIGAEECEIG, ETTIOEIEN AOYIOUIKOU OUVOUAOHEVN UE TTPAKTIKEG
aoKAoEIg oTnV aiBouca diIdackaAiag, O EpYaaTrPIO NAEKTPOVIKWYV UTTOAOYIOTWYV HE
TNV €vePYd OCUMMETOXN TWV @oITNTWV/Tpiwy. H péBodog &idackaAiag civar o
OuVvOUAOPOG TNG ATOMIKAG Kal OpadIKAG epyaciag, avaidywg

MOBNOIOKWY OKOTTWV.

BiAloypapia

EAAnvikn BiBAioypagia

Kahapapdg, N., A., kai KaAhauapd, A. N. (2013). levikry AoyioTtikn: Oswpia &
gpappoyry. 3N ‘Exdoorn. Ekd6oeig AB. 1apoUAng. ISBN:9789603519218.

Niatng, K., I, kar ®ikog, . A. (2017). AoyiOTIK-i Kal OIKOVOUIKY TwV
emixelipnoswy : Accounting and Business Economics. MmévouE. ISBN 978-
960- 359-135-1.

Mpodpopn, A., kal HAia, M. (2016). ECDL: YroAoyioTtikd PUAAa / Spreadsheets.
Cyprus Computer Society. ISBN: 978-9963-2079-1-6

KapoAidng, A., kai =apydakog, K. (2020). Microsoft EXCEL 2019 : Ocwpia

2uvaprnoeis MNpoypauuariouos ue VBA Epapuoyéc.

XpnoTtou, X. (2018). To oAokAnpwuévo BiBAio didackaAiac ECDL: The complete

teaching coursebook/Word processing & Spreadsheets. Volume |l.

EduCYBER CC Co Ltd. ISBN: 9789925746613.

AyyAikn BiBAioypagia

Astbury, S. (2016). LCC/ Bookkeeping and Accounting. Volume |. Pearson.
ISBN: 9781784476649

Robinson, S. (2016). LCCI Bookkeeping. Volume |. Pearson. ISBN:
9781784476632

Williams, J. R., Haka, S. F., et al (2015). Financial & managerial accounting:

The basis for business decisions. 17t Edition. McGraw Hill Education. ISBN:
9781259255830.

Hannigan, S. (2016). LCCI Accounting. Volume Ill. Pearson.

ISBN: 9781784491307

Alexander, M., and Kusleika, D. (2019). Microsoft Excel 2019 BIBLE: The
Comprehensive Tutorial Resource. John Wiley & Sons,Inc. ISBN: 978-1-119-
51478-7.

XpAoTou, X. (2018). To oAokAnpwuévo BiBAio dibaokadiac ECDL: The complete
teaching coursebook/Word processing & Spreadsheets. Volume Il. EQUCYBER
CC Co Ltd. ISBN: 9789925746613.
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e [lopoucia kKal CUPPETOXA OTNV TAEN: 10%
AgloAéynon e [parmTég aoKAOEIG yia Tn BepaTiky “AoyioTIKR” 10%

o [1paKTIKEG QOKNOEIG yIa TN BePaTIKN “YTTOAOYIOTIKG QUAAD” 10%

o TeAikA ypatrTh e€€Taon yia Tn Bepatikh “AoyioTIKR’ 35%

o TehikA TTPaKTIKA €6ETAON yia TN OgpaTikr “YTTOAOYIOTIKG QUAAQ” 35%
MMwooa EAANVIKG 1 AyyAiké
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egarz eNea.

TitTAog padARparog

Alopydvwon Zuvaviioewyv Kal EkdnAwoewv

Kwdik6g padnuarog

OFMA104

TOmog padnuatog | OewpnTikd Kai MpakTiké
Emrimedo AirAwpa
‘Erog /[Edpnvo "Evog 2° / E¢aunvo 1°

Ovopa 316doKovTa

KwvoTavrivog NikoAdou, Aptepig NMoAéou Addou

. . EpyaoTthpia

ECTS 10 AlaAégeig/ eBdopdda | 3 I eBSouada 3

2KOTTO¢ TOUu paBAuatog autol eival va OuvOpduel OTnV  OIKOOOUNON €vOg

ETTAYYEAMATIKOU TTPOQIA aTTO HPEPIAG TWV POITNTWV/TPIWV KAl va Bondnoel otnv
TKOTrOC Kal avamTugn  OeCloTATwyY, Ommwg  0egIdTNTeg  JIECAYWYAS  TTAPOUCIACEWV.
oT6)0I ZUYKEKPIYEVA, OI OTOXOI TOU HABAUATOG auTOU gival va eKTTAIOEUTEI TOUG POITNTEG OTN
HaBRPOTOC onuIoupyia aTTOTEAEOUATIKWY NAEKTPOVIKWY TTAPOUCIACEWY, Kal va elgaydyel, va

mepiypdyel, va  €gnynoel  kal  avaAuoel T  dladikaoieg  diopydvwong

ETMIXEIPNOIAKWY CUVAVTHOEWYV KAl EKSNAWOEWV.

Me Tnv oAOKARpwaonN Tou HAaBAPATOG, Ol POITNTEG/TPIEG AVANEVETAI VA:

MNvwozsig:

1. E&nyouv 1a Briyata TngG diadikaoiag opydavwaong HIag ETTIXEIPNTIOKNAS
ouvavinong

Ae€16TNTEG:
Maénaoiaka 2. Eivai og 0éon va dnuioupyolv, HOPE@OTTOIOUV KOl TPOTTOTTOloUV
atmroTeAéopar NAEKTPOVIKEG  TTOPOUCIACEIG  XpnolgoTrolwvtag — didgopa  TTPOTUTTA
a oxediaong, epé, €IKOVEG, YPAPANATA KAl YPOAPIKA AVTIKEIUEVA.

3. EAé&yxouv kal diatnpouv Ta TTPOTUTIA UYEIag Kal ao@AAEIag yia EKONAWOEIC,
OKOAOUBWVTAG TIG OXETIKEG 0dNYiEG KAl TTPOTUTTA.
4. Napdyouv oxédio opydvwaong piag ekdnAwaong AapBdavovtag utroyn
OAEG TIG TTAPAPETPOUS
IkavoTnTEg:

5. Eival og Béon va emAéyouv Tov KatdAAnAo TUTTO ekdARAWONG avaAoya pe
TNV TTEpioTaCN.
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MpoatraiToUpeva ZUVATTAITOUMEVA

| Aiopydvwon Zuvavtioewyv Kail EkdnAwoswyv

e Aladikaoia opydvwong  Miag ETTIXEIPNMATIKNG ouvavtnong Kal
TTPOYPANPATIONOG.

e [lpakTikA, ETrayyeAuatiopog, Opydvwon Kal Xpovodidypauua

o KaTnyopieg ETTIOKETTTWYV ETTIXEIPNONG

e YTmodoxn

e Tutrol ekdAAwoNGg

e AvdAAuon Twv apvnTIKWYV Kal BETIKWY ONUEIWY TTOU YTTOPOoUV va £TTNPEACOUV
MIa ekdNAwaon / TTPOYPANPATIONOG Kal aTTOTEAECUOTA

e TpdTog KATAPTIONG £VOG BacikoU oxediou opydvwaong piag ekdNAwWoNg

Eaplaxopsv AapBavovTag uttown OAEG TIG TTOPAUETPOUG
HaBApaTOC ° YYSII'(X Kai aqwdAsla yia £|,<6r])\(bc£,|g: szélaop’ég Kal €KTiHNON !<|v60vo’u pIv
atrd TNV ekdAwaon. Alaxeipion TTARBoug. ATTOAUUAVON KAl YEVIKL UYIEIVH.
Il Aicaywyn MNapouoidoewv
e Xpnon epappoynie: Epyacia pe mapoucidoeig, BeAtiwon
TTAPAYWYIKOTNTOG
e Avdmrtuén piag Mapouciaong: MéBodoi eppaviong TTapouaiaong,
OIAPAVEIEG, UTTODEIYUO DIAPAVEIWY, KAAEG TTPAKTIKEG
o Keipevo: XeIpIopog KeIPEvou, Hop@oTroinan, NioTEG, TTIVAKEG
e Alaypduuarta: Xprion SlaypapudTwy, opyavoypduuaTa
o [pagikd Avtikeipeva: Elcaywyn - XEIPIOPOG, axediaon
e [lpocToipacia AtroTeAeopdTtwy: MNMpogTolpaaia, EAeyxog Kal TTapouaiaon,
OIaPOPPWON, EAEYXOG Kal EKTUTTWON
H péBodog didaokaliag TTepIAauBAavel DIAAEEEIG, HEAETN OXETIKOU UAIKOU, OMOBIKES
I QTOMIKEG TIPOKTIKEG aoKAoelg. To uddnua emmiong TtreplAaupaver  TTideIgn
MeBodoAoyia AOYIOUIKOU GUVBUAOUEVN UE TTPOKTIKEC OOKAOEIC OF EQYAOTAPIO NAEKTPOVIKWV
d15aokaliog UTTOAOYIOTWV ~ OTa  TTAGicIa  €KUABNONG NG dNUIOUPYIaS  NAEKTPOVIKWIV

TTAPOUCIATEWV.

EAAnvikn BiBAioypagia

e Baoleiddng X. A. (2014). Aiaxeipion UAPKETIVYK yEYOVOTWY  Kai
ekdnAwoewv: Event marketing management. Ekd6oeig [NavemoTnuiou
Makedoviag. ISBN: 9789608396852

BiAioypapia e [lpodpoun, A., HAia, M. (2019). ECDL: lNapouoidoeis Presentations.
Negresco Ltd. ISBN: 978-9963-2079-6-4

e Xpnotou, X. (2018). To oAokAnpwuévo BiBAio didackaAiac ECDL : The
complete teaching coursebook/Using databases, Presentation & Project
planning. EQUCYBER CC Co Ltd. ISBN: 9789925746620
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AyyAikn BiBAioypagia

Haynes, M., E. (2009). Meeting Skills for Leaders: Make Meetings More

Productive. 4th Edition. Rochester, N.Y.: Axzo Press. EBSCO Host. ISBN:
9781426018558

Boon, A. (2018). The Meeting. Halico. EBSCO Host. ISBN: 9784909730039

Slater, R. (2012). The Guide to Event Management: A Guide to Setting Up,
Planning and Managing an Event Successfully. Luton: Andrews UK.
EBSCO Host. ISBN: 9781781662229

Christou, C. (2018). To oAokAnpwuévo BiBAio didbaokaliac ECDL : The
complete teaching coursebook/Using databases, Presentation &

Project planning. EQUCYBER CC Co Ltd. ISBN: 9789925746620

e [lapouacia kal CUPUPETOXH OTNV TAEN 10%
AT o Eﬁgmﬂ) cejgywo\(/q’ia yia Tn Bgpatikn “ Alopydvwon ZuvavTioswy Kal
10%
e [lpakTIKEG AOKNAOEIG yia TN BepaTikA “Mapoucidoeig 10%
e TeAikn TTPAKTIKA €¢€Ta0N yia Tn Ospatikn “MNapoucidoeig” 30%
e TeANIKO TTPOTCEKT OUVOUOGHUOU Kal TwV dUO0 BEPATIKWY 40%
Mwooa EAANVIKA 1 AyyAika
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TitAog , .

HABRUOTOC HAekTpoviko Npageio

Kuwoikog COMP209

HaOARuaTOG

Torrog OewpnTik6 Kai MpakTIKO

HaOARuaTOGg PN P

Etrimredo AirAwpa

‘Etog /[E€dunvo | 20 ‘Etog/ 30 E§dunvo

LT Aptepig MoAéou Adadou

Siddokovta PTEHIS

. . EpyaoThpia

ECTS 10 AlaAégeig/ eBdopdda | 3 | eBBopada 3
2KOTTOG Tou paBriuatog “HAekTpovikd Mpageio” cival va @odidcel TOUG QoITNTEC/TPIES
ME  eTTayyEAPOTIKEG Oe€IOTNTEG, eKTTAIOEUOVTAG TOUG OTNV  TEXVOAoyia  TTou
XpnoIyoTroieiTal oTo ypagelokd TePIBAAAOV. Autd TO HABNUO KOAUTITEI TA TTIO
OnNUavTIKG B€uaTa TWV NAEKTPOVIKWY O1adIKACIWY TTOU CUVAVTWVTAI 0TO GUYXPOVO

ZKOTTOG Kal epyaciakd TrepIBAAAov, cupttepIAapBavopévng Tng XPAong Tou  SiadikTuou

oT6XOI (NAekTpOVIKO TOXUOPOWEIO, TNAEDIAOKEWEIG, TAEIDIWTIKEG TTAATOOPUEG, avdapTnon

HOOAPATOC Béoewv epyaciag, UTTOAOYIOTIKO VEQOG) Kal TnG Olaxeipiong NAEKTPOVIKWV
TTAnPo@opIWV. To yddnua autd, og cuvAPTNON UE TIG IKAVOTNTEG TTOU AVATITUCCOVTAI
o€ GAAa pabnuata (0eg yia TTapadelypa “TexvoAoyikéG EQapuoyEG OTnV OIKOVOMIKN
dlaxeipion ypageiou”), €xel wg oTOX0 TNV QAVATITUEN Wn@IoKoU YpAPPaTIouoU Kal
A&IToupyIKWV BeEIOTATWY aTTd TTAEUPAS TWV POITATWYV / QOITNTPIWY, KABIOTWVTAGTOUG
IKAVOUG va dIEKBIKACOUV onuavTiKEG BETEI pyaaiag.
Me Tnv OAOKApwaGN TOu HABAUATOG, Ol POITNTEG/TPIEG AVAUEVETAI VA

) MNvwoeig:
Maencrlfoa 1. Karavoouv Tig Badikég €vvoIeg TNG TTEPIYNONG OTO dIAdIKTUO Kal TIG BACIKEG
atroTeAéoara

€vvoIeG TNG BIOBIKTUOKAG KAl KIVITAG CUVEPYATiag
2. Avayvwpifouv TIC KAAEG TTIPOKTIKEG AO@AAEIOG 0TO DIAdIKTUO Kal KATA TN
XPAHoN OIadIKTUOKWY EPYOAEIWY.
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3. Avayvwpifouv TIC KaAEG TTPAKTIKEG GTO cloud computing Kail WG
auTé SIEUKOAUVEI TN cuveEpyaaia

Agg16TNTEG:

4. Alaxeipifovral epyaleia TTou UTTOOTNPICOUV TN JIABIKTUOKN CUVEPYATia, OTTWG
EQAPUOYEG  TTOPAYWYIKOTNTAG, MECO  KOIVWVIKAG OIKTUWONG, NUEPOASYIQ,
OuVvavTAOEIG Kal TTEPIBAAAOVTa uabnong

5. Alaxeipidovral unvuuaTa NAEKTPOVIKOU TaXUSPOUEiou

IkavoTnTeg:

6. Mmopolv va oxedialouv kal va Jlaxelpiovral TN cuvepyaoia
XPNOIUOTIOIWVTAG UTTNPECIEG OTTWG WG UTTOAOYIOTIKG VEQOG Kal  KIVNTA
TEXVOAOYia

7. EmdeakvOouv owoTi  xpAon  Twv  OIadIKTUOKWY
TTANPOPOPIWY, CUMTTEPIAaUBavouévnG TNG BuvaTOTNTAG YIa EVEPYR avalAThon
TTANPOYOpPIWY Kal agloAdynon Toug

8. E@apupolouv kal akoAouBouv BriuaTa Kal oTPaTnyIKES, KABWG Kal uloBeToUV
OUVRBeIES TTOU aTTOOKOTTOUV OTn dlac@AAion TTANPoYopIwyY Kal NTNUATWY
aTToppriTou Katd Tn Xprion S1adIKTUAKWY EPYaAEiwV (TT.X. KOIVA XpHon
TTANPOPOpPIWY HEow email).

MpoatraiToUp
eva

ZUVATTAITOUMEVO

Mepiexbépevo
HaOARuaTOG

I: Online essentials
Web browsing concepts

e Key concepts

e Security and safety
Web browsing

e Using the web browser
Tools and settings
Bookmarks

e Web outputs
Web-based
information

e Searching text and image

e (Critical evaluation

e Copyright, data protection
Communication concepts

e Online communities

e Communication tools

e E-mail
concepts Using e-mail

e Sending e-mail
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e Uploading attachments

e Receiving e-mail

e Downloading attachements
e Tools and settings

e Organising emails

e Using calendars

e Introducing files and folders

ll: On-line Collaboration
Collaboration concepts
e Key concepts

e Cloud computing
Preparation for online collaboration

e Common setup features

e Setup
Using online collaborative tools

e Online storage and productivity

e Applications

e Online calendars

e Social media

e Online meetings

e Online learning environments
Mobile collaboration

e Key concepts
Using mobile devices
Applications
Synchronisation

e un €gouaiodoTnuévn R Tuxaia TpéoBacn ot Sedouéva - Trapafiacn Tou
ATTOPPNATOU (TT.X. KAOTTH) TAUTOTNTAG PMETA TNV ATTOKAAUWN TwV SeATIWY pIoBodoaiag
OAwV Twv UTTAAANAWYV JIag eTaipeiag).

e un €gouciodoTnuévn R Tuxaia TpoTrotroinon O6edouévwy - TTapafioon Tng
aKkepaIdTNTOG.

o amwAcia Oedopévwyv A amwAeia TpdoBacng oTta dedouéva - TTapafioon
O1a0e0INOTNTAG

Me@odoAoyia
d18aokaAiag

To pabnua epIAapBaver SIaAEEEIC CUVOUAOUEVEG PE TTPOKTIKEG AOKACEIG OE EPYATTHPIO
NAEKTPOVIKWYV UTTOAOYIOTWY, KaBodnyouuevwy culnTACEWY UE TV EVEPYO CUMMETOXN
TWV QOITNTWY, ATOMIKAG Kol OPadIKAG €pyaciag amd Tnv TTAEUpd Twv QOITNTWYV Kal
XPAONG TTOIKIAWY ETTOTITIKWY PECWYV TTOU €EUTTNPETOUV TN dI0ACKOAIC TOU HaBAUATOG.
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EAAnvikn BiBAioypagia

Xpnotog, X. (2018). To oAokAnpwuévo BiBAio didackadiac ECDL : The complete
teaching coursebook/Using databases, Presentation & Project planning.
EduCYBER CC Co Ltd. ISBN: 9789925746620

BiBAioypagia | xig70¢, X. (2018). To odokAnpwuévo BiBAio didaokadiac ECDL : The complete
teaching coursebook/Computer essentials & Online essentials. EQUCYBER CC Co
Ltd. ISBN: 9789925746606
AyyAikn BiAioypagia
e XpnroTog, X. (2018). To oAokAnpwuévo BiBAio didaokaAiag ECDL : The complete
teaching coursebook/Using databases, Presentation & Project planning.
EduCYBER CC Co Ltd. ISBN: 9789925746620
e XpnoTog, X. (2018). To oAokAnpwuévo BiBAio didaokadiac ECDL : The complete
teaching coursebook/Computer essentials & Online essentials. EQUCYBER CC Co
Ltd. ISBN: 9789925746606
Aiadikruakn Tomolr:
e https://www.ecdl.com.mt/
e [lapouadia kal CUPUETOXA OTNV TAEN: 10%
AgloAdynon e [patrtd evdiGueoa TTPOTCEKTS TTOU ETTIOEIKVUOUV IKAVOTNTEG XPHong S1adIKTUOU
Kal diaxeipion TAnpo®dépnong 20%
e T[lpoKTIKEG AOKNTEIG 20%
e TeAIKA TTPOKTIKN £EETAON 50%
MMwooca EAANVIKG i AyyAIKG
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TitAog pabparog

Alaxeipion Méowv Koivwvikig AIKTUwong

Kwdik6g pabiuarog

OFMA201

TOtrog padnuartog

OewpnTIKO6 Kal MNPakTIKé

Eritredo

AirAwpa

‘Etog /IEEdunvo

‘Etog 2° / E€aunvo 3°

Ovopa d316doKovTa

Eiprivn ZTaupidn, Zogia KupiAAou

ECTS

EpyaocTthpia

10 AlaAégeig/ eBSopada | 3 I eBSouada

ZKOTOG Kal
oToxOI
HaOARuaTOG

To mapdv pdbnua oToxeuel 01O va TTapoucidoel Toug Adyoug TTou T MKA
atroTeAOUV  10XUPOUG  OIKOVOMIKOUG TTapAYovVTeEG YIO uia  emmixeipnon  Kai
OTTOOKOTIEI OTNV EKMAONON TwV Bacikwy apxwv Twv MKA yia xpRon oTto
mwepIBaAAov epyaoiag. O1 poitnTEG/TPIEG avTIAauBavovTal GTO Padnua autd Tn
oxéon Twv Odnuociwv oxéoewv pe Ta MKA kai ta T1edia dpdong Kal
aAANAEEapPTNONG. ZTOXOG AoITTOV TOU HaBruaTog auTtou gival N cwWaoTA aglotroinon
Twv MKA kai n améktnon, amd TAEUPdg Twv @QOITNTWV /  @OITNTPIWY,
OUYKEKPIUEVWY YVWOEWV TTOU Ba PTTOPOUV VA PETAQPPACTOUV OE ONUAVTIKEG
0e€I0TNTEG OTO XWPO epyaciag. To pddnua autd oTtoxeuel TTapAAAnAa oTnv
avdamTuén Trepaitépw de§loTATwyY AakTuloypagiag. H didaokaia TTepeTaipw
oegloTATWY AaKTUAOYpa®Iag avapéveTal va OWOEl OTOUG QOITNTE/TPIEG TO
TIAEOVEKTNMO TNG ATTOTEAECMATIKAG, ANEONG Kal ypryopnsg avtattokpIong o€
di1dgpopa ypatrtd €idn (11.X. dila@ruion, blog, newsletters) kai o€ dlaQopETIKA €idN
KoIvoU.

Maénoiakd
atroTeAéopaTA

Me Tnv OAOKAApWGN TOU PaBAUATOG, O POITNTEG/TPIEG AVAUEVETAI VA:
MNvwozeig:

1. Avayvwpifouv Tov TpoTTo Acitoupyiag Twv MKA kai Tn Aoyikr Bdoel Tng
omoiog 10 MKA ptopoUv va dlaTnPEroouv  TIG  ETTIXEIPNUATIKEG
OpaCTNPIOTNTEG HiOg ETTIXEIPNONG

2. AvmiAapBdvovtal Tnv £vvoia “TTIVEUMOTIKG JIKaIWUATa — OIKaiwua
TIVEUMATIKAG 1810KTNCIag” KaBwg Kal Tn onuacia Tng écov agopd oTn
XpAon Tou d1adIkTUoU | GAAWV TTNYWV Yia Xprion ota MKA.

3. Egnyolv 1a Baocikd yupw amd Tnv Katdption TTAGVOU Kal KOTAVOUN
TTPOUTTOAOYICUOU BIAPNMICTIKAG KAPTTAVIOG

4. EmAéyouv troia MKA eival katdAAnAa, BACEI CUYKEKPIYEVWV QVAYKWV
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5. Evromifouv Ta onueia di6pBwong KEINEVWV

Aeg10TNTEG:

6. EmdeikvUiouv IKavoTnTeG oXedlaopuoU Wiag BaoikAG dIa@nUIOTIKAG
TTPOoBOAAG, BivTeo kal kauTtraviag ota MKA

7. Eivai og 6éon va dakTuhoypa@oUv e akpifeia kal TaxuTnTa
40 TouAdxioToVv AEEEWV ava AeTTTO

8. Eivai og Béon va dakTuAoypa@ouv JiIdpopwV TUTTWV Eyypaga
(S10€NIOEG EUTTOPIKEG ETTIOTOAEG, BICENIDEG KUPBEPVNTIKES
ETMOTOAEG, VOUIKG EyypaPaA, ONUEIWUATA, QAE, TEXVIKEG
TTPOdIAYPAPES, EYYPAPa CUVEDPIWY, TTIVAKES, TTPOYPANUA
Tag1d10U, d1Gpopa EVIUTIA, QPOPHES, KTA) HE OAQ TA CUCTAMATO
diaragng

IkavoTnTEg:

9. Alaxeipiovral pe kdmola emiBAewn Ta MKA piag emixeipnong,
EKTEAWVTAG OUYKEKPIPEVOUG OKOTTOUG

10.EToipdadouv molkiAa emmayyeAuaTikG éyypaga (Baciopéva Tavw o€
TTpokaBopiouéva TTPOTUTTA) XWPIS CUVTAKTIKA A YAWOOIKA A&GOn, e
OWwaTH XPron emayyeAPATIKAG 0poAoyiag (TT.X. atTo@uyr] apyKoO KATT)
epappodovtag cuaTtruaTa didragng

MpoatmaiToUpeva

OFMA102 Emixeipnoiaki Emikoivwvia ZUVATTAITOUMEVO
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Mepiexoépevo
HaOARuaTOG

| MKA

Mapouaiaon Twv gpyaieiwv MKA kai oOvToun I6TOPIK avadpoun
H xprion Twv MKA atroé eTmIXeIpAOEIg, ETAIPEIEG KAl dNUOCIOUG
opyaviopoug.
ATTOTEAEOUATIKA CUPMETOXN O YNPIOKEG KOIVOTNTEG

O TPEXOUOEG TAOEIG TTOU ETTNPEACOUV KAl DIAPNOPPUWIVOUV TOV

TOMEQ TNG WNQPIAKNG KOIVOTNTAG.

o TrapadeiypaTa KAAWVY Kal KAKWV TTPAKTIKWY

Alaxeipiong kavaAiwv MKA kal oXe3100UOU KAPTTAVIWY.

o Avagopd oTto uttédelypa SOSTAC

o EmAoyn epyaAciwv MKA yia Toug GKOTTOUG MIOG
ETTIKOIVWVIOKNAG EKOTPATEING.

o 2Uuvtaén dlIa@nUICTIKAG TTEPIANWNG KAl TTEIPAPATIONOG JE
Tn Sl1adIkacia TTIAOYNG SIAPNMICTIKWY

o Atlotmoinon Twv epyaAgiwy TTOU TTAPEXOUV T VEQ WNPIAKA
mrepIBdAlovTa.

o [Mapéyovteg ToU eTTNPEdlouV TNV ETTITUXIO Miog
ETTIKOIVWVIOKAG EKOTPATEIOG.

o AvdrTuén €TTIKOIVWVIOKOU TTAGVOU BAael Tou UTTOEIYaTOG
SOSTAC.

o Anuioupyia eAKUCTIKOU BivTeO yia TTpowBnaon eTTixeipnong
] TTPOIGVTOG

o Alo@Auion — Anpioupyia TTAAvou oTpaTnyIKAG
ETTIKOIVWVIAG

o Karavoun d1a@nuioTIKOU TTPOUTTOAOYICHOU

o [Mwg TTapakoAouBEeic / BEATILOVEIS KAPTTAVIWY

MveupaTika dikaiwparta — MNveupatik 1dlokTnoia kar MKA: Avaptnon
ota MKA kai Trapafiacn apxwv TTVEUNATIKAG 181oKTNoiag. H xprion
KaToXupwuévou UAIKOU creative commons .

Il AakTUuAOoypa@ia

Aokiyia TaxuTnTag Kal aKpipeiag
XeIpoypaga, XEIPOYPAPES ETTIOTOAEG
MepitTAoka Keipeva pe onueia d16pBwong

AI0ENIBEG EUTTOPIKEG ETTIOTOAEG O€ OAEG TIG DIATAEEIG (OUYXpPOVN,
NUIKAQOOIKA Kal KAAOTIKR) KAl YKUKAIOI

AIo€NIG0 onueiwpa og OAeg TIG dIATAEEIG

KuBepvnTIKEG TTIOTOAEG — DICENIDEG, EYKUKAIOI

2 UVOETOI TTIVOKEG - OTATIOTIKOI, AOYIOTIKOI TTIVAKEG

AIGENIDA VOUIKA £yypa@a — O1aBMKN, CUUNPWVNTIKO, TTWANTAPIO.
TnAeopolétutro

QPUANGDBIO EEETACEWV AVWTEPOU ETTITTEOOU

Me@odoAoyia
S18aokaAiag

To pdbnua civalr ouppeToxikd Kal d1adpacTikO. MepiAaupaver oulnTnon Kai
TTPoaywyn TNG €VEPYNSG CUMMETOXNG TWV QOITNTWV/Tpiwy. MepIAapBavel,
EMONG MEAETEG TTEPITTTWOEWY, Trapddoon BOewpiag o€ ouvduUACPO E
TIPOKTIKA. Z€ OAA Ta KEQAAAIO YivOVTOl CUCTNUATIKA TTPAKTIKEG QOKACEIG
euTTEdWONG.
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EAAnvikn BiBAioypagia

TCaBdpag E. M. (2020). Karavowvrag 1a péoa KOIVwVIKNS SIKTUWONC.
EAAnvoekdoTiKA. ISBN: 9789605633868.

KdaBoupa, A. (2016). Emkoivwvia kai dia@Auion ora péca KOIVWVIKAS
OIkTOwong. Aidvikog. ISBN:9789606619809

Anpouldg, K. (2015). Texvikéc diavoung kai diaxeipiong. In Anuouldg, K.
2015. TexvoAoyiec ouyypapns kai olaxeipions moAupéowyv. Kallipos,
Open Academic Editions. http://hdl.handle.net/11419/4352

BiBAloypagia e [lavnyupdkng, I. (2016). Emkoivwvia Kai dnuéoieg oxéoels - MeAéreg
mepimrwoewy.  http://hdl.handle.net/11419/6412.  Kallipos, = Open
Academic Editions.
o KES College. AyyAikn AaktuAoypagia Ill & V. KES College
e KES College. EAAnviky AaxTtuloypagia lll & IV. KES College
AyyAikn BiAioypagia
e Fuchs, C. (2017). Social media: A critical introduction. 2nd Edition.
SAGE. ISBN: 9781473966833
e Warburton, S., and Hatzipanagos, S. (2013). Digital identity and
social media. Information Science Reference. ISBN: 9781466619159
e Turow, J. (2011). Media today: An introduction to mass communication.
4th Edition. Routledge. ISBN: 9780415876087
o KES College. English Typing Il and IV (KAGdog Aioiknon Ipageiou
kai pauuareiakég 2moudéc). KES College.
o KES College. Greek typing Ill and 1V (KAGdog Aioiknong Ipageiou
kai papuareiakéc 2moudég). KES College.
e [lapoucia Kol CUPPETOXNA OTNV TAEN: 10%
Agl0AGYNON . anKTIK\‘Eg GOKTZ]O&IQ yia GSUGTIKI’:] “‘MKA” ’ 10%
e [IpaKTIKEG AOKNOEIG yIa TN BepaTikn “AakTuloypagia” 10%
e TeAiké opadIkod TTPOTLEKT yia TN BOguaTikr “MKA”
30%
¢ [lapouaiaon Tou TEAIKOU ouadikou TTPOTEKT yia Tn BguaTikn “MKA”
10%
e TehikA TpakTIKA €&€Taon yia Tn BepaTikA “AakTuloypagia” 30%
Fwooa EAANVIKG 1 AyyAiké
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egarz eNea.

TitAog MaBnuarog | E@appoyni AoyioTiKwy MNMpakTikKwyv oTig EMXeIpRoeig
Kwdikog
MaBrparog ACCT209

Tomog padARuaTog

OewpPnTIKO KAl TTIPAKTIKO

Emimedo AirAwpa
‘Etog /
E¢Gunvo 29 ‘Etog / 3° E€aunvo
@oiTnong
Ovopa Aiddokovra | AnpuATpng Anuntpiou
AlaAégeig / EpyaoTthpia
ECTS 10 ERSopada 3 | eBdopada 3

Z1éx0o1 MaBnuarog

216X0G TOU pabnuatog eival va di1dagel aToug PoITNTEG DIAPOPES EPAPHOYES
AOYIOTIKWV TTPAKTIKWYV OTIG ETTIXEIPAOEIG EVW TTAPAAANAQ ETTIKEVTPWVETAI OTN
XPNaon evog unxavoypa@nuévou AoyioTIKOU CUGTAMATOG KAl TV £QAPUOYA
TOU OTIG ETTIXEIPATEIG.

Ma@noiakda
AtroteAéopar
a

Me Tnv oAOKARpwGoN Tou HABAPATOG, Ol POITNTEG AVOUEVETAI VA

MNvwoseig:
1. Tvwpifouv TIG ueBOOOUC aTTOCRECNG Kal TNV £TTIdPACT TNG TTAVW
oTa KEPDN TNG ETTIXEIPNONG
2. Tvwpifouv TIC BaoIkEC AEITOUpPYIES EVOS NXavoypapnuéVou
OUCTAPOTOG AOYIOTIKAG KAl TO TTAQICIO TNG TTPAKTIKI) EQAPUOYK] TOU OTIG
ETTIXEIPNHOEIG
Agg16TNTEG:
3. Eival og Béon va eicaydyouv dedopéva oc
HNXavoypa@nuévooUuoTnPa AOYIOTIKAG, CUMPWVA HE TIG 00NYiEg TTOU
TOUG divovTal
4. XeipiCovtal KaTGAANAa éva unxavoypa@nuévo aUoTnUa AOYIOTIKAG VIO
TNV €T0IMACIA TEAIKWV AOYAPIOOHWY Kal GAAWYV EKBETEWV
5. Eival og 6éon va eToipddouv katdoTtaon piobodoaiag
XPNOIUOTTOIWVTAG SIOPOPETIKES HEBGOOUG
IkavoTnTEg:
6. E@apuodouv TeXVIKEG TTOU XPNOIUOTToIoUVTal VIO TNV TTPOANYN
ammaTng o€ AOYIOTIKA CUCTHUATA
7. EKTEAOUV JIAQOPES AOYIOTIKEG TTPAEEIC Kal emMIdidovTal o€
UTTOAOYIOHOUG 0€ oX£0N ME aTTéoREan aKIVATWY Kal TRV TTPORAEWN
yIa Kakd Xpén

MpoatraiToUpeva

OFMA103 TexvoAoyikég E@aployég
OTNV OIKOVOMIKA Slaxeipion
ypa@eiou

ZUVATTAITOUMEVA

84



A ©OPEAZ MIAZQAAIZHE KAl MIETONOIHIHE THE NOIOTHTAS THE ANQTEPHE EKMAIAEYIHE

y
&

CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

egarz eNea.

Mepiexopev
o
Maénuartog

e Anuioupyia VEwv AOyopIaouwy TTEAATWYV Kal TTPOUNBEUTWY

e FEiocaywyn dedouévwy oTo oUOTNUG

e Anuioupyia, emeepyaaia kai diaypa@r) Aoyapiacuwyv

e [lpocTolyacia ekBECEWV KAl OIKOVOUIKWY KATACTATEWV

e 'EAeyxog ammoBepdTwv

o  TpaTedIKEG EIOTTPAEEIC KAl TIANPWUEG Kal GANES EpyaaTieg

e Avagopég PrlA.

e  MeBbdol amméoBeang Kal UTTOAOYIOHOG ATTOCRETNG OKIVITWY

e Kavoviguoi yia TTpoTTANPWHES Kal oPeINOEVa 6000

o Karaypa@r] eyypagwy yia TTPOTTANPWUES Kal 0QEINOPEVa 600

e ‘Ecoda kal ££0da uiag AoyIoTIKAG TTEPIOdOU

o  Kakd xpén kai TTPORAEWnN yIa KAKA XPEN

e  Mebddol TTANPpWUAG HMICBWYV Kal NUEPONITOIWY

e YToAoyiopog KatdoTaong piobodoaiag

o AgIToupyieg evog unxavoypapnuéVou GUOTHHATOS AOYIOTIKNG

o Booikég AsiToupyieg evog Pnxavoypa@nuévou CUCTHHATOG AOYIOTIKNAG

o [IpakTIKA eQapuoyn VoG unxavoypa@nuévou AoyioTIKOU CUCTAUATOG:
eloaywyn 0edopEVWY, ETOINACIA TEAIKWY AOYapIaC WYV Kal GAAwWV
ekBEoEWY

o Texvikég TTPOANWNG aTTdTNG O€ AOYIOTIKA CUOTHUATA
e EkudOnon oxeTikAg opoloyiag

Me@odoAoyia
Aidaokaliag

To ydenua cupTtrepIAauBavel SIAAEEEIG, TTAPOUCIACEIG, AOKNOEIG KAl ETTIOEIEN
AOYIOUIKOU pnyxavoypa®nuévng AOYIOTIKI G CUVOUOOUEVN PE TTPOKTIKEG
0OKAOEIG O€ EPYACTAPIO NAEKTPOVIKWV UTTOAOYIOTWV.

BiAloypaepia

EAAnvikn BiBAioypagia

KaAauapdg, N., A., kai KaAdaupapd, A. N. (2013). evikn AoyioTikn: Oswpia

& epappoyn. 3N ‘Exdoon. Ekdooeic AB. ZTapoUAng. ISBN:
9789603519218.
Niarng, K., 1., kai ®ikog, . A. (2017). AoyIOTIKI) Kai OIKOVOUIKN) TwWV
emyeipnoswyv : Accounting and Business Economics. Mmévou E. ISBN
978- 960-359-135-1.
Kapayiwpyog, ©., kai Metpidng, A. (2017). Mnxavoypagnuévn AoyioTikn:
Ocwpia kar mpdén. Agoi ©. Kapayiwpyou. ISBN: 9786188214750

AyyAikn BiAioypagia

Astbury, S. (2016). LCCI Bookkeeping and Accounting. Volume |. Pearson.
ISBN: 9781784476649

Robinson, S. (2016). LCCI Bookkeeping. Volume |. Pearson.

ISBN: 9781784476632

Williams, J. R., Haka, S. F., et al (2015). Financial & managerial accounting:

The basis for business decisions. 17t Edition. McGraw Hill Education.
ISBN: 9781259255830.

Hannigan, S. (2016). LCCI Accounting. Volume Ill. Pearson. ISBN:
9781784491307
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-

Aiadikruakn mAareopua:

e http://www.powersoft365.com

e [lapoucia Kal GUPPETOXN OTNV TAEN: 10%
AgioAéynon e Epyaoieg / TTpAKTIKEG AOKAOEIG: 30%

e Alaywvioua: 30%

e TeAikn ypatrTh €€€Taon: 30%
Mwooa EAANVIKA 1 AyyAika
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TitAog Ma@Ruarog

Biwoiun Alaxeipion Fpageiou kai E@QodiaoTikh

Kwdikog
Ma@nparog

OFMA202

TOTrog padiRuaTog

EmiAeyopevo, OswpnTiKo

Etrimredo AiTAwpa

‘Etog /

ESaunvo 2° ‘Etog / 4° E¢aunvo
@oitnong

Ovopa AiIddokovta

Mapiva KwvoTtavrivou

ECTS

AlaAégeig /
£dopada

EpyaoThpia

10 | eBdopada

5

Z16x06 Mabnuartog

2TOX0G TOU PaBRuaTog gival ol poITNTES Va I0axB0oUV OTIG BACIKES EVVOIEG TNG
€@OdIAOTIKAG Kal va O1daxTtouv TNV €@ApUoyr Toug oOTIG OladIKaoieg
BiwoIpoTNTAG O€ OXEOoN WE TN dlaxeipion ypaeiou Kal TN AsIToupyia Tou.
To pABnua eTMKEVTPWVETAI OTIG OIOBIKATIEG ayopwV, ETTIAOYNG TTPOUNBOEUTH Kal
TIPOKTIKEG SlaxEipIonNG aTToBeUdTWY ypageiou.

Ma@noiakd
AtroteAéopaTa

Me Tnv oAokAApwan Tou PaBARuaTog, Ol POITNTEG avauEVETal VA

MNvwozeig:
1. AToKTROOUV BACIKEG YVWOEIG TNG dlaxEipIong TTPOUNBEUTWY
2. Katavoouv Ti¢ Bacikég EVVolEG TNG EQODIACTIKAG KAl TWV Ayopwv
3. T'vwpifouv BaoikéC apxég dlatrpayudTeuong
4. Karavoouv Tn Baagikr Slaxeipion atmobEuaTos ypagpeiou Kai Tn
onPavTIKOTNTA TNG EAAEIYNG aTTOBEATOG
5. T'vwpifouv diadikagieg BIwaludTNTag a€ axéon Pe TNV dlaxeipion
ypagpeiou
Ae16TNnTEG:
6. Eival ikavoi va diaxeipifovral TTpouR0eieg Kal aTTOBeua ypageiou
atmoTeAECUATIKA, oeBOuEVOI TIC apXES TNG Bliwwoiung diaxeipiong.
IkavoTnTeg:
7. E@appodouv TTPaKTIKEG BILWCIUOTNTAG O€ OXEQN UE TN DIaXEipIon
8. €@odIaoTIKAG Ypageiou
9. EmAéyouv avdueoa o€ UTTOYRQPIOUS TIPOUNBEUTES TOV KATAAANAOTEPO
10. EQapuoédouv Baaikég dladikaaieg dlayeipiong atroBeudaTwyY ypageiou

MpoatmaiToUpeva

ZUVATTAITOUMEVO
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eqar// @Naa.

Baoikég évvoleg QODIACTIKAG

Baoikég évvoleg Ayopwv

HAeKTpOVIKEG ayopEg

Baoikég diadikaaieg diaxeipiong TTpounBeutwy
Al0dIKOCIEG TTPOCPOPWV YIa VEO TTPOUNBEUTH
EmAoyn véou TTpounBeuTth

Baoikég apxég diatrpayudTeucng

Mepiexopev
o e  Opioudg Kal xprion atToBepdTwy
Ma6rAparog e Eidn amoBepdTtwy ypageiou
e BaaoikA diaxeipion amoBepdTwy ypageiou
e  Q®UAa&n atmrobEuarog
o ‘EMAeiyn atroBEuaTog Kal TTwe auTto eTTnEEACE! TIG ASITOUpYiES TOU
ypagpeiou
o Aladikagieg BIWOINOTNTAG O€ OXEON WE TNV BlAXEipIon Tou ypageiou
e  AvakUKAwaon Kal TTPAoIVES TTOANITIKEG Ypageiou
e ETaIpIKA KOIVWVIKA €UBUVN
MeBoSoAoyia H didaokaAia yivetal DIOAEEEIC, EAETN OXETIKOU UAIKOU, TTpofoAn BivTeo,
A1SaokaAiog MEAETEG TTEPITITWOEIG KOl oulNTAOEWYV VTGS TNG TAENG.
EAAnvikn BiBAioypagia:
e Logistics and Management (2018). "Mpaoivn" epodiacTikn yia ugiwaon Tou
koaroug. Volume 181 (179). ISSN: 1108-5169
o  MaAivdpétog, . (2015). E@odiaotikn AAugida, Logistics & EEuttnpétnon
lMeAarwyv. https://hdl.handle.net/11419/5391. Kallipos, Open Academic
Editions.
e  MoAivdpétog, I. (2015). Biwoiudtnta kai epodiaoTikiy aAucida [Chapter].
210 . MaAivdpérog, E@odiacTtikn aAuaida, logistics kai e€uttnpétnon
meAaTwy. Kallipos, Open Academic Editions.
https://hdl.handle.net/11419/5400
BiBAloypagia e Moahivdpétog, . (2015). Aiaxeipion oTTOBEUETWY KAl  TTPOUNOEIWDV

[Chapter]. Z10 . MaAivdpétog, E@odiactikn aAuaida, logistics Kai
gurrnpémon  meAarwy.  Kallipos, Open  Academic  Editions.
https://hdl.handle.net/11419/5397

Christopher, M. (2017). Logistics kai Aiaxeipion Eodiaotikic AAugidag.
2" ¢kdoon. KpimikA ISBN: 9789605861872

AyyAikn BiAioypagia:

Chopra, S. (2019). Supply Chain Management: Strategy, Planning

and Operation. 7th Edition. Pearson Education Limited. ISBN: 978-1-
292-25789-1
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e Fernie, J., and Sparks, L. (2019). Logistics and Retail Management:

Emerging Issues and new challenges in the retail supply chain. 5th Edition.
Kogan Page. ISBN: 978-0-7494-8160-5

e Muller, M. (2019). Essentials of Inventory Management. 3" Edition.
HarperCollins Leadership. ISBN: 978-1-4002-1237-8

e Grant D., Trautrims A., Wong C. (2017) Sustainable Logistics and Supply
Chain Management: Principles and practices for sustainable operations
and management. 2nd Edition. Kogan Page Ltd. EBSCO Host. ISBN:
9780749478278

e Rushton A., Croucher P., Baker, P. (2022). The handbook of Logistics and

Distribution Management: Understanding the supply chain. 6th Edition.
Kogan Page. EBSCO Host. ISBN: 9780749476786.

o [Mapouacia kai GUPPETOXN OTNV TAEN: 10%

) « Epyaoia: 20%
AgioAdynon « Evdidueon E&étaon: 20%
o Tehikn IMpatrmh E&¢ETaon: 50%

Nwooa EAANVIKA 1 AyyAIKn
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TitTAog padARparog

Ailoiknon Kal TTPOYPAUMATIONOG EPYACIWV YPUPEIOU

Kwdik6g padnuarog

OFMA203

TOmTog padnuaTog

OewpnTIKO6 Kal MNPakTIKé

Emitredo

AirAwpa

‘Etog /E§Gunvo

‘Etog 2° / E¢aunvo 4°

Ovopa 31ddoKovTa

EipAivn Zraupidn, KwvoTtavrivog NikoAdou

ECTS

EpyaoTthpia

10 AlaAégeig/ eBdopdda | 3 I eBBouGBa

2KOTTOG Kal
oToxol
HaBARpaTOg

O1 dioiknTIKOI AgITOUpPYOI ypageiou TTRETTEI va dlakpivovTal OXI HOVO YIA TIG TIPAKTIKES
TOoug O€EEIBTNTEG KAl YNPIAKO YPAUUaTIONO aAAG Kal yia TIG OIOIKNTIKEG Kal
OIATTPOCWTTIKEG TOUG IKAVOTNTEG Kal AAAEG OpIZOVTIEG IKAVOTNTEG TIoU  Eival
QTTOPAITNTEG VIO TNV OWAAN €KTEAEON TWV KABNKOVIWY TOUug OTTWG O€eEIOTNTES
Olaxeipiong xpovou, KOIVWVIKAG avTiAnwng, 0&16TnTEG OIATTOAITIOUMIKAG
Slaxeipiong Kal TTPOCApHOYNG, SeEIOTNTEG DIATTOAITIOMIKAG B10iKknong opddag
KOl  IKAOVOTNTEG  OATTOTEAEOMATIKAG  EMIKOIVWVIOG &vw  TrapdAAnAa
avaTrTiooovTal avwTepeg 8£§16TNTEG AakTUAoypagiag. O1 duo auTég EvotnTteg
QVaPEVETAl VA €QOBIGCOUV TOUG POITNTEG/TPIEG WE IKAVATNTEG TTOU VA

MTTOPOUV VO JETOPPOOTOUV O€ aVWTEPES BEEIOTNTES BlaXEipIoNG ypageiou.

Ma6noiakd
atroTeAéopaT
a

Me Tnv OAOKAApWGN TOU PaBAUATOG, O POITNTEG/TPIEG AVAUEVETAI VA:

MNvwozeig:

1. KatavoouUv Tov TpATTo ouykpdTNong Kai d1oiknong JIog ouadag
2. Avayvwpilouv Ta anueia d16pBwoNG KEIYEVWV
3. Egnyouv Tov 1pdTTO 0pYyAvwaong Kai dlaxeipiong TnG oJadag Kail Tou
Xpovou
Agg16TNTEG:

4. AakTuloypa@oUv ue akpifela Kal Je TaxuTnTa TEPITTOU 45 AéCewv ava
AETITO

5. Eival og 8éon va dakTuhoypa@ouv didgopwy TUTTWV Eyypaga (TTiVOKES
ME KABeTOUG Kal dlaywvioug UTTOTITAOUG, VOMIKA Eyypag@a OIoENISEC
KUBEPVNTIKEG ETTIOTOAEG, EYKUKAIOUG, £yypa@a ouvedpiwy, TEXVIKEG
TTPOdIaYPAPES, QPAE, EKOETEIG, UTTOUVANOTA, ETTIOTOAEG TIMOAOYIWY,

90



A ©OPEAZ MIAZQAAIZHE KAl MIETONOIHIHE THE NOIOTHTAS THE ANQTEPHE EKMAIAEYIHE

i
|

CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION

eqar// @Naa.

IkavoTnTEg:
6. Eival og Béon va 1epapxouv apuodidtntes, diaxeipi¢ovral cwaTtd ToV

OI0ENIDEG EPTTOPIKEG ETTIOTOAEG PE OAa Ta cuaTAATA dIATALNG Kal
€YKUKAIOUG)

XpPOvou Kal va €mAUouUV cuyKpouaoel§ A GAAa TTPORARUATA TTOU UTTOPEI
va TTPOKUTITOUV OTa TTAQiOIa TNG opddag

E@appoédouv 1n diadikacia opydvwaong, oTeAEXwOonNG Kal d1oiknong Yiag
opadag, éxovrag TTAVTa KOTA VOU TTWG N TTONITIOUIK] TTOIKIAOPOPQIa
pTTOPE Va eTTNpedoel TN diaxeipion MIog oudadag

EAéyxouv kal va €pUNVEUOUV TIOIKIAG ETTAYYEAPATIKA £yypaga
(Baoiopéva Tavw o€ TTPOKABOPIoHEVO TTPOTUTIA) Kal KAVOUV TIG
d10pBWOEIG TTOU aTTAITOUVTOI

Emdeikviouv cuaicbnoia oe Bépata dia@opds KOuAToUpag Kai

IKAVOTNTEG TTPOCAPUOYNG CUPTTEPIPOPAG

MpoatraitoUueva

ZUVATTAITOUMEVA

Mepiexopevo
MaOARpATOG

l. ZuvToviopo6Gg Kal Sioiknon opadag

AlodIkaoia opydvwaong, oTEAEXwWOoNG Kal 810iknang piag ouadag
epyaaoiag (Mwg va dnuioupynBouv ol ouddeg)

ZUyxpova oTuA nyeaiag, nyéTng/pdavatlep Kal UTTEUBUVOTNTEG

ApXEG TNG Aqwng atmmopaoewy / KpITrpia

Mapoxn KIVATpWYV Kal KaBodriynon Twv pyalopéEvwy

MeTaBiBaon Tng e¢ouaiag kal avabeon KaBNKOVTWY KalapuodIoTHTWY
Alaxeipion ouykpoUoewv

Baoikég apxEg eAéyxou

Moia gival n duvapikn piag OPddag Kal TTola oToIXEia XpeIGleTal.
[B10TNTEG KAl XAPAKTNPIOTIKA OPAdaAg

IMOMITICUIKA TTOIKINOMOPQIa OTOV XWPO £pyaciag

Znuacia TG SIaTTONITIOUIKAG dlaxeipiong

AtroteAeopaTikh dlaxeipion Tou SIGTTOMITIOHIKOU £PYOTIKOU SUVANIKOU
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(Al0)TTONITIOMIK ouvEidNoN Kal TTPOCAPUOCTIKOTATA

Il. Alaxeipion xpoévou:

Eicaywyn: H Alaxeipion Tou Xpovou
AtroteAeopartikr Alaxeipion Xpévou
ZUVETTEIEG PN OWOTAG dlaxeipiong Xxpovou.
Mpoil AtroTeAeopatikg Alaxeipiong Xpovou
MPaKTIKEG DIOXEIPIONG XPOVOU OE ETTAYYEAUATIKO ETTITTEDO
Bruata BeAtiwong Tng diaxeipiong Tou xpovou
MAcovekTAPATA KATAAANANG dlaxeipiong
ZeIpd TTpoTEPAIOTNTOG & TTIOAVEG AVABOAEG
AvahapBdavovtag TepioodTepa — To dAAO dkpo Tng atroTuxiag /
OUVETTEIEG TTIBAVNG aTTOTUXIOG
H éAAeipn Eekoupaong
OploBétnon
O xpdvog Kal TTwg Tov EodeloupE
= HTrieon Tou xpovou. To dyxog
Tagn kal opydvwon Tou XWPOU £pYQaiag
= Karavénon €vvolag Kal onUaciag Twy TTANPOQOPIWY YIO TN
ouyxpovn ETIxeipnon
= Alokivnon kai ammoBnkeuon TTANPoQopIwV
= Alotmoinon TTANPoYopIwV
= [IAnpogopicg & AAwn ATTo@dacewv: n opadoTtroinon Kai n
opydvwaon TWV avakTnBEVTWY TTANPOQPOPIWV
=  EmAoyn TWV TTI0 XPACIJWY TTANPOPOPIWV
= Opydvwaon Twv TTANPOPOPIWY e TPATTO TTOU va €EUTTNPETEI TO
OKOTTO NG epyaciog

. AakTuloypagia

Aokipia Taxotntag kal Akpipelag
A1o€ENdeG KuBepvnTIKEG ETTIOTOAEG — EYKUKAIOI
TeXVIKEG TTPODIAYPAPES

‘Eyypaga cuvedpiwv (TTPOOKANCN 0€ ouveédpIa Kal nuepnoia didTagn,

TTPAKTIK& cuvedPiwY)
Bioypa@ikd onueiwpaTa
AlcéNIda vouIKG Eyypaga

2 UvOeTOI TTIVAKEG e KABETOUG UTTOTITAOUG, TTIVOKES ME SlaywVIoug
UTTOTITAOUG K.Q.
PUANGBIO EEETACEWY AVWTEPOU ETTITTEOOU
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eqgar# eNA3.

MeBodoAoyia To pddnua cuptrepiAauBavel Tapadoon Bewpiag o€ CUVOUACUO PE TIPAKTIKN. Z€
515aokaAiag 6Aa Ta Ke@AAaia yivovTal cuoTNUATIKA TTPAKTIKEG AOKACEIG EUTTEOWONG.
EAAnvikn BiBAioypagia
o TCwptlakng, K. (2019). Opyavwon & dioiknon: To pdvarluevrt tng véag
emmoxric. 5" ‘Ekdoon. Rosili. ISBN: 978-618-5131-58-6.
e BoakdAa, M., kai NikoAdou, |. (2019). Opyavwoiakn YuyxoAoyia &
Suumepipopd. 2N ‘Exdoon. Rosili. ISBN: 978-618-5131-59-3.
o [avvouAéag, M. I, (2011). 2uutrepipopd Kai SIaTTPOCWITIKN ETTIKOIVWVIA
orov gpyaoiaké xwpo (Emkaipornra). Exkdooelig  [edio. ISBN:
BIBA . 9789609552745.
L e Cornelissen, J. (2016). Eraipikn emkoivwvia: Odnyog OBswpiag Kai
mpakTiki¢. 4 Exdoon. Aiauhog. ISBN: 9789605313548
e Tiavvakémouhog, ., kai Bouvroupn B. (2016). Eicaywyn ornv
Apxelovouia  http://hdl.handle.net/11419/6320.  Kallipos, @ Open
Academic Editions.
o Kupiakn-Mavéon, A., kai Kouhoupng, A. (2015). Aiaxeipion Yneiakou
lMepieyouévou.  http://hdl.handle.net/11419/2496. Kallipos, Open
Academic Editions.
e KES College (2021). AyyAikny Aakturoypagia Il & IV.
o KES College (2021). EAAnvikn AaxtuAoypaepia lll & IV.
AyyAikn BiAioypagia
e Dessler,G. (2020). Human Resource Management. Pearson, ISBN: 978-
1- 292-30912-5.
e Griffin, E., Ledbetter, A.,, and Sparks, G. (2017). A first look at
communication theory. oth Edition. Mc Graw Hill Education. ISBN:
9780073523927
e Wood, J. T. (2016). Interpersonal Communication: Everyday encounters.
8th Edition. Cengage Learning. ISBN: 9781285445830
e KES College (2021). English Typing Ill and IV (KAGdo¢ Aioiknon
lpageiou kai IpauuateiakéS 2ToudEq).
e KES College (2021). Greek typing Il and IV (KAadog Aioiknong Mpageiou
Kai [pauuateiakés 2moudEg).
¢ [lapouacia Kal CUPPETOXA OTNV TAEN: 10%
AgioAGynon o [1poKTIKEG OKNOEIG 0TN BepaTIKr “AakTuloypagia’ 10%
e [1paKTIKEG QOKNOEIG OTN BePaTIKA “ZUVTOVIONOG Kai dloiknon opddag” kai/f
e “Alaxeipion xpovou” 10%
o TeAikA opadikr epyacia otn Bepatikr “Zuvtoviopog kai dioiknon ouddag”
Kal “Alayeipion xpovou” 35%
e TeAIKN TTPOKTIKN €§€TAON OTN BpaTikn “AakTuloypagia” 35%
MMwooa EAANVIKG 1 AyyAiké
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egar# eN0a-

TitTAog pa@Ruatog | Aloiknon Mpageiou yia ETrayysAparieg Yyeiag

Kwdikég padnuarog| OFMA204

TOomog padiuarog | EmAeyduevo, OswpnTiko

Emitredo

AirAwpa

"Etog /EEGunvo ‘Etoc 2° / E€aunvo 4°

Ovopa di1ddaokovra | Mapiva KwvoTavrivou, Ap. Baow ZTuAiavou

. . EpyaoTthpia
ECTS 10 AlaAéeig/ eBdoudda 5 I eB5ouGda
FKOTrC Kal 216X0G TOU MOBAPaTOG €ival n atokTnon O&egloTATWY Oloiknong ypageiou yia
oTéxoI ETTaYYEAPOTIEG UyEiag KAl CUyKeKpIuEva OeCIOTNTEG TTOU OXeETICovTal PE BEuara
MaBAuaTOg dlaxeipiong pavreBou acBevwy, SIGTTPOCWTTIKEG OXETEIG UE IATPOUG Kal acBeveig Kal
dlaxeipiong atmoBEéuaTOg 0€ AVAAWOTIUA YPAPEiOuU.
Me Tnv OAOKAApWGN TOU PaBAUATOG, O POITNTEG/TPIEG AVAUEVETAI VA:
) MNvwozeig:
Ma6noiaka 1. Ovopdadouv Toug Kavoveg Asitoupyiag Tou Mevikou Zxediou Yyeiag (MeZY)
atroTeAéCHAT otnv Kutrpo
a 2. E&nyouv Bacikd onueia Tou uTTdp)oV VOUOBETIKO TTAQiCIO TTOU BIETTEI TO

Ieviko Zx€dio Yyeiag (M'eZY) otnv Kutrpo
3. Avayvwpidouv BéuaTa TTou a@opouv Tn dlaxeipion I0TPIKWY OEBOUEVWV
Aeg10TNTEG:

4. E@appodouv diadikacieg yia Tnv amToTEAEOUATIKOTEPN O10iKNoN 10TPIKOU

aoBevwy, diahoyr) TTepIoTATIKWVY BAon eTTeiyoucag | OxI KatdoTaong

EVOG 10TPIKOU ypa@eiou Kal OXETIKA AANa péoa opydvwaong Kal
ETTIKOIVWViOG

IATPIKOU ypageiou
IkavoTnTeg:
7. Ailaxeipifovralr apxeia uyeiag  pe  TPOTTO  TOU  dlAC@AAIlEl

TIPOKEITAI YIO £VTUTTA €ITE NAEKTPOVIKA ApXEia.

ypageiou, 0TTWG yia TTapddelyua diaxeipion TNAEQWVNUATWY aTTd a0BEVEIG KO
KAgioluo pavtefou, diadikaoieg apxeloBETNonNg Kal avaKTNoNG  QOKEAWV

5. XpnoipgoTtrolouv amoTeAEOUATIKA TNV KOBNPEPIV YPAPEIAKT) ETTIKOIVWVIQ

6. E@apupodouv Baoikég diadikaoieg diaxeipiong atmoBePATWY avaAWCIIWY

EUTTIOTEUTIKOTNTA, ACQPAAEIQ, TTPOCRACIUOTNTA KAl OpyAvwaoTr] TOUG, EiTe

my
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MpoatmraitoUpeva

ZUVATTAITOUMEVO

Mepiexoépev
o
HaOARuaTOG

Alaxeipion AcBsvwyv Kal AIKaiwpaTa

AvaAuon evvolwy TNG uyeiag, Tng dnudoiag uyeiag, Kal TG TTPOAYWYRS NG

uyeiag

O1 dopég TNG dnuooIag uyEiag Kal 0 POAOG Twv dIEBVWV OpyavIOUWV

(Maykoéouiog Opyaviopog Yyeiag, Eupwtraikh ‘Evwaon, ZupyBoUuAio Tng

Eupwtng Kk.q).

Ti eivar To M'exY

O pbdAog kai n utteuBuvéTNTa TOoU BI0IKNTIKOU AEITOUpyoU oTa TTAdiCIa TNG

uyeiag

Alaxeipion THAEQWVIKOU KEVTPOU 1aTPIKOU ypageiou

Alaxeipion Tou nuepoAoyiou eTTIOKEWPEWV/PAVTEROU O€ 1ATPIKO YPAPEIO

Alaxeipion Yn@IoKwv Kal EVTUTTWVY 1ATPIKWY apxXEiwV aoBevwv

Alaxeipion Kal TTPOCTACIA TTPOCWTTIKWYV 1ATPIKWY OEOONEVWY TWV AgBevwY

AiKaiwpaTa acBevwy, apéAEIa Kal KOKH TTPOKTIKH, IBIWTIKOTNTA Kal

EUTTIOTEUTIKOTNTA KOOI AjWN ATTOQACEWV.

lepdpxnon KaBnuePIVWY EpYaCIWV

AIQTTPOCWTTIKEG OXECEIG IATPOUG KAl GAAO TTPOCWTTIKG

e MeTddoon ocwaoTnG Kal XpAoIUNG TTANPoeOpnoNG TTPOG TOUG 10TPOUG A

GAAO TTPOoWTTIKO, SlaAoyr) TTEPIOTATIKWY Bdon eteiyoucag 1y oxi
KATAOTOONG — TEXVIKEG YIO HETADOON TTANPOPOPIag

KaTtdAANAn emmikovwvia e Toug acBeveig avaAoya Pe TNV TTEPITITWON

Alaxeipion AToféparog

Eidn amobéuatog avaAwaoipwy 1aTpIKou ypageiou

Baoikn diaxeipion amoBeudTtwy avaAwaoigwy 1aTpikoU ypageiou

‘EAAEIYN aTTOBEPATOG AVOAWCIPWY KAl TTWG AUTO ETTNPEACE! TIG AEITOUPYIES
TOU 1aTPIKOU ypa@Eiou

AvVOKUKAWGCN avaAWwOoIPwWY 10TPIKOU ypageiou

Me@odoAoyia
Si1daokaAiag

H didaokaAia yivetal SIGAEEEIG, HEAETN OXETIKOU UAIKOU, TTpoBoAR Bivteo,
MEAETEG TTEQITITWOEIG Kal oulnTHOEWYV eVTOG TNG TAENG.
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BiBAioypagia

EAANnviknA BiBAioypagia

MatrappnyotrouAou-TexAiBavidn, M. (2017). To dnudacio dikalo TNG uyeiag :
Opyavwaon Twy dNUOCIwWY UTTNEECIWY UYEIag, dIKaIWPATa Tou XpHoTn,
dnuooia vyeia. 2N ékdoon. Nopikry BiBAoBrikn. ISBN: 9789606222849
Kupiakn-Mavéon, A., kai Kouhoupng, A. (2015). Aiaxeipion Wneiakou
lepieyouévou. http://hdl.handle.net/11419/2496. Kallipos, Open Academic
Editions.

MavvakotouAog, M., Bouvtoupn, B. (2016). Eicaywyn otnv Apxeiovouia.
Kallipos, Open Academic Editions. hitps://hdl.handle.net/11419/6320
MaTtrappnyoTtroUAou - MNexAiBavidn, Matpiva (2017), To dnuoaio dikaio NG
vyeiag: Opyavwan Twv dnuoCIwVY UTTNPETIWY UyEias, SIKQIWUATa Tou
xpnortn, onuoéaia vyeia. Nouikr} BiBAiobnkn, ISBN 978-960-622-284-9.
MaAivopétog, I'. (2015). Biwoipotnta kal e@odiacTikr) ahucida [Chapter].
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210 . MaAivépérog, E@odiaatikn aAuaida, logistics kai éuttnpérnon
eAarwy. Kallipos, Open Academic Editions.
https://hdl.handle.net/11419/5400

MaAivdpéTog, I. (2015). Alaxeipion amoBeudTwy Kal pounBeiwv [Chapter].
210 . MoAivdpéTog, EpodiaoTikn aAuoida, logistics kai e§uttnpérnon
eAarwy. Kallipos, Open Academic Editions.
https://hdl.handle.net/11419/5397

Koppatda M. & Kapavikag A. (2016) Zxediaon kai YAorroinon AogaAoug
2uorthuarog Ammobnkeuans kai Aiaxeipiong larpikwv Aedouévwy.
MavemoTAuio Alyaiou. [nyn.

KotodAng, /., Mevouddkog, K. (2018). MevIKOG KavovIGUOG yia TV
TTPOCTACIA TWV TTPOCWTTIKWYV 8edopévwy (GDPR) : Nouikn didoTtaon
Kal TTPOKTIKN e@appoyr). Nouikr) BiBAio6Akn. ISBN: 9789606224539

AyyAikn BiAioypaegia:

Kasavana, M. L. (2013). Managing front office operation. 9th Edition.
AmericanHotel & Lodging Educational Institute.

ISBN:9780866124126

Muller, M. (2019). Essentials of Inventory Management. 3rd Edition.
HarperCollins Leadership. ISBN: 978-1-4002-1237-8

Grant D., Trautrims A., Wong C. (2017) Sustainable Logistics and Supply
Chain Management: Principles and practices for sustainable operations
and management. 2nd Edition. Kogan Page Ltd. EBSCO Host.
ISBN:9780749478278

Calder, A. (2020). EU GDPR - An International Guide to Compliance.
Ely : ITGP. EBSCOHost.

Maguire, R. (2018). Information Rights for Records Managers. London :
Facet

Publishing. EBSCOHost.

e [lapouacia kalI CUPPETOXH OTNV TAgN: 10%
e [pamTég epyaaieg otn BepaTikh “Alaxeipion AcBevwyv kal Aikaiwpara”:
ASloAdynon ) ] ] » , , 15%
e AOKAOEIG evidG oTNV TAEN yia Tn BepaTikn “Alaxeipion AcBevwy Kai
AkaiwpoTa” (T7.X. HEAETEG TTEPITTTWON, role playing ) 10%
e [pamTég epyaaieg atn BepaTikn “Alaxeipion ATToBEéuarTog”: 25%
e TeAikn patrt) EE€TaonN: 40%
Nwooa EAANVIKG 1] AyyAIKa
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egarz eNea.

TitTAog pabARparog

MpakTikA AoKnon

Kwdikoég pabnuarog| PRCT224
Tomwog padiuarog | MpakTiké
Emimedo AirAwpa
‘Erog /ESaunvo "Etog 2° / E€dunvo 4°

‘Ovopa d1ddoKovTa

Mapiva KwvoTtavrivou

ECTS

EpyaocTthpia

10 AlaAéeig/ eBdopdda I eBBouGBa

ZKOTTOG Kal
oToxol
HaBARpaTOg

>10x01 TNG MMpakTIKAG ACKNoN E€ival n TTPOKTIK E£QAPHOYN TWV YVWOEWV Kal
OECIOTATWY TTOU OTTOKTABNKAV KATA T SIAPKEIX TWV OTTOUDWV.

H MpakTiki AoKnon oTTaITel TNV OUCIACTIKY aTTaoXOAnon TOU/TAG @oITNTH/TPIOG
TouAdyioTov €ikool (20) wpeg epdopadiaia TOo TeAeuTaio €EAPNVO OTTOUBWY O€
ETMIXEIPNOEIG 1 OPYavIOPOUG. H TIPOKTIKA €EAOKNON, EKTTOVEITAI O€ OTEVN
ouvepyaaoia kal ge TNV KaBodAynon Twv @oITNTWV/TPIWY atrd 1o ETTIBAETTOV PEAOG
TOU aKadnuaikoUl TTPOCWTTIKOU TTou OIOAOKEI OTO KOAAEYIO KOl OPIOTNKE WG
oUpBouAog Tou/Tng YoITNTAH/TPIAG.

H 1TpakTiky doknon autr Ba TTPETTEl va €xEl EKTTAIOEUTIKO XAPAKTAPA, N EQapuUoyn
TNG va €ival Kaipia KAl va ATTOOKOTTE KUPIWG OTNV €QAPUOYA TWV YVWOEWY TTOU
QTTOKTHONKAV KATA TN SIAPKEIQ TWV OTTOUBWY KOl OTH QVATITUEN ETTIKOIVWVIAKWY
OeCI0TATWY Kal aTTOKTNON CNUAVTIKWY EPYACIAKWY EUTTEIPIWV.

Ma6noiakda
atroTeAéopaT
a

Me Tnv OAOKAApWGN TOU JaBAUATOG, OI POITNTEG AVOUEVETAI VO

MNvwoeig
1. AvmiAauBdvovTal TTwe va epydadovtal o€ TTepIBAANOV ypa@eiou
Aeg16TnTEG
2. ATTOKTAOOUV IKaVOTNTA GTNV £QAPHOYH TWV YVWOEWY Kal TwV JECIOTATWY
TTOU €ival aTTAPaiTNTEG OTO ETTAYYEANA TOUG

3. Mtopouv va epapudoouv Tn Bewpia Tou dIdAXTNKAV TNV TTPAEN
IkavoTnTEg:

4. Na cival o€ Béon va ekTeAOUV Ta KABAKOVTA TTOU TOUG £XOUV avaTEDEI.

MpoatraitoUueva

ZUVATTAITOUMEVA
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Mepiexopev
o
MaOARpATOG

Kard 1n didpkeia ¢ MpakTikng Aoknong, o e€pyodoTng ouvepyadeTal Pe Tov
OPHOSIO eKTTAIBEUTIKO €TTOTTTN. O €TTOTITNG ETTICKETITETAI TOV XWPEO £PYACIAG TWV
QoITNTWV/TPIWY  Kal AauBdvel yvwon Twv epyaciwv Tou avaAlauBdavouv. Ol
EKTTAIOEUTIKOI  ETTOTITEG TWV QPOITNTWV/TPIWY TOUG ETTIOKETITOVTAI OTOUG XWPEOUG
EPYAciag, evNUEPWVOVTAI YIA TO QVTIKEINEVO ATTAOXOANCHG TOUG TTAPAaKOoAouBoUv
Kal evnuepwvouv T0 PIBAIGpIo TpakTikiAg Acknong oe efdouadiaia Baon,
TTapakoAouBouv Tnv €midOOH TOug Kal Ouvepyadovtal OTnV  ETAUCN TwWV
TTPORANPATWY TOUG, TOOO HE TOUG idIoUG, OO0 KAl PE TOV EPYACIOKO ETTIBAETTOVTA
TTOU OpifeTal Ao TNV €TTIXEIPNON / €pyodOTN.

O EmOTING TV QOITNTWV/TPIWV KATOBETEI TIG YEVIKOTEPEG TTAPATNPATEIG TOU Yid
TOUG @OITNTEG/TPIEG KaTG Tn didpkela uAotroinong Tng [MpakTikAg Aoknong.
MapdAAnAa, €xer TN duvatodTNTa KATABEONG YEVIKOTEPWY TIOPOTNPACEWY TIOU
ouvdéovTal PE TO OUVOAO TWV TIETTPAYUEVWY TTOU OXETICOVTAI PE TNV TTPAKTIK
aoknon.

TéAog, o/n EémTng EkmmaudeuTikdg, AauBdévovtag utrdown TIG TTapaTTdvw €KBECEIG,
TIPOYHMATOTIOIEI TN OUVOAIKAy atroTiynon  Tng TpakTIKAG AoKnong a@evog
agloAoywvTag TNV dpacTnEIOTNTA TWV QOITNTWV/TPIWY KAl AQPETEPOU KATABETOVTOG
TN YVWHN TOU/TNG OXETIKA JE TOV £py0dATN. Tn cuykekpipévn ékBean ouvuTToypdQEl
o0 ZuvrtovioTAg [Mpoypdupartog Ztmoudwyv, AapBdvovtag €10l yvwon yia Tnv
agloAdynon Twv eoITNTWV/TPIWY, 600 Kal Tou £pyodoTn.

Xpoviki Aidpkeia

Q¢ xpoviki diapkeia NG MpakTikng Aoknong utroAoyiletal n TTepiodog atrd Tnv

ekGoToTE évapén ToU eapivou e€aprvou péxpl Tnv 311 Maifou. STnv TrepitTwon TTou
n MpaokTik Aoknon dev amotrepatwOei cwoTd, 0 QOITNTAG UTTOXPEOUTAI EK VEOU VO
OUMUETAOXEI OTN TTPAKTIKA £EA0KNGN TOU VEOU akadnuaikou £Toug.

MeBodoAoyia
d1daokaliag

H [MpakTtikh AcKnon amaitei TNV OUCIACTIKI OTTaoXOAnon Tou @OITNTH/TPIag
TOUAGXIOTOV yia £va KavoviKo e€aunvo. O1 @oitnTéG/ TPIEG ETTIBEWPOUVTAI TTEPIODIKA
a1Td TO KOAAEYIO GTOV TOTTO £pyaaciag TOUG.

H ouptmAipwon Ttou T[poypdupartog [MpakTikKAG AoKnong e€ival amapaitntn
TPOoUTTOBE0N YIa aTToPoIiTNoN aTTd TO TTPOYPAUHA CTTOUSWV.

BiAioypapia

BiBAiGpio MpakTikAG AoKnong
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Me Bdon Ta 1m0 KATW KPITAPIA, O KABNyNTrAG Tou nabAuaTtog agloAoyei Tnv
MpakTik Aoknon wg «Emmtuxio» f «AtroTuxion:
1 NapakoAouBnon Tng MNpakTikAg Aoknong katd 70% TouAdxioTo Tou Xpovou,
OTTWG auTod TTPoKUTTITEl aTTd TO BIBAIGPIo MpakTiKAG Aoknong
71 'EkBeon Tou utreUBuvou TnG €TTIXEIPNONG / Opyaviopou, OTTwWG auTr gival
Kataxwplopévn oto BiAidpio MpakTikAg Aoknong
71 'EkBeon Tou emBewpnTr) Tou KES College, 6Twg auTn gival

AgloAdynon kaTaxwplopévn ato BiBANGpio MpakTikg Acknong
loxUuouv o1 akbAouBeg puBUIoEIC:
[0 2710 BaBuoAdyIo Tou PaBriuatog o KaBnynTAG TEKUNPIWVEI TNV agloAdynon
TOU @OITNTA ME KATAAANAa oxOAIa pe BAon Ta TTI0 TTAVW KPITHPIA
2¢ TTePITITwOon TTou N agloAdynon Tng MNMpakTikAg Aoknong ival “AtroTuxia”, o
POITNTAG UTTOXPEOUTAI VO ETTAVAAGRBEI TNV TTPAKTIKN €§AoKnon étav 1o uadnua Ba
TTPOCQPEPETAI OE ETTOUEVO EEAUNVO.
MMwooa EAANVIKG 1 AyyAika
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AOOPEAZ AIAZQAAIZHE KAl MIZETOMOIHZHE THE MOIOTHTAZ THZ ANQTEPHE EKMNAIAEYZHE
CYQAA CYPRUS AGENCY OF QUALITY ASSURANCE AND ACCREDITATION IN HIGHER EDUCATION
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