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Talal Abu-Ghazaleh Knowledge Society

Member of Talal Abu-Ghazaleh Foundation for Development
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Abu-Ghazaleh Diploma in Secretarial and Office Management

Purpose:

- To familiarize participants with modern electronic secretarial
methods and office management.

- To provide participants with the necessary skills to carry out
various administrative tasks.

- To familiarize participants with the necessary managerial and
programming skills.

Beneficiaries:

Office Managers, administrators, secretaries and office workers
in the public and private sectors.

Program duration:

(150) hours long running over three months.

Language used:

Arabic and English.

Certificate:

The certificate gained from this diploma is accredited by the
Ministry of Higher Education.This certificate is granted after
passing the final exam and attending at least 85% from the
overall program hours.

Trainers:

Our staff consists of certified trainers who are experts in the
Secretarial and Office Management field.

Fees:

(750) JDs, which includes all material, the certificate, breaks,
and membership to the TAG Knowledge Society. This fee can be
paid by installments.

Required documents:

1. A copy of your passport or ID card

2. A passport size picture

3. A copy of the last acquired college / university certificate.
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Course Title Training Hours
Wildoll 8)lalg byliyauwdl 5abo 15
The Basics of Secretarial and Office Mnagement
byUaudlg wiilaoll clyaod dyylall wljlaoll 15
Managerial Skills for Office Managers

ITEUET]| FPT RS EW KN 15

Office Management Etiquette

&pigialll iAol o)l
Electronic Office Management 15
Yol lngse A 6)la)

Work Stress Management Iz

Glelodall oudaid g 6)lal ailjloo
Meeting Management Skills 15
Jyloilg PSlwdl s aljloo 15

Business Writing Skills
bybpaudlg Wilholl s ol Jlaill whlao 15
Communication Skills for Office Managers
&yl dyigyialll da bl -
Electronic Archiving
&l illg =l (il dcliall s
Typing Skills (Arabic and English)
€goaoll 150
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Tel. 065100900 | Fax. 065100901 | Ext. 2033
| Email. tag-knowledge@tagorg.com |
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| Website. tag-knowledge.com |




