ﺩﺑــﻠــﻮﻡ ﺃﺑــﻮﻏـﺰﺍﻟـﻪ ﺍﻟﺘﺪﺭﻳﺒﻲ ﻓـﻲ ﺍﻟﺴـﻜـﺮﺗـﺎﺭﻳـﺎ ﻭ ﺍﺩﺍﺭﺓ ﺍﻟــﻤـﻜـﺎﺗـــﺐ
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:
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:اﻟﻤﺴﺘﻔﻴﺪون ﻣﻦ اﻟﺒﺮﻧﺎﻣﺞ

:ﻣﺪة اﻟﺒﺮﻧﺎﻣﺞ

:ﻟﻐﺔ اﻟﺘﺪرﻳﺐ
  
:ﺷﻬﺎدة اﻟﺒﺮﻧﺎﻣﺞ
           
         
    
  
 
:اﻟﻤﺪرﺑﻮن



(750) JDs, which includes all material, the certiﬁcate, breaks,

:رﺳﻮم اﻟﺒﺮﻧﺎﻣﺞ

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.


:اﻟﻮﺛﺎﺋﻖ اﻟﻤﻄﻠﻮﺑﺔ

 


ﻋﻨﻮان اﻟﺪورة
Course Title

اﻟﺴﺎﻋﺎت اﻟﺘﺪرﻳﺒﻴﺔ
Training Hours

ﻣﺒﺎدئ اﻟﺴﻜﺮﺗﺎرﻳﺎ وادارة اﻟﻤﻜﺎﺗﺐ
The Basics of Secretarial and Office Mnagement
اﻟﻤﻬﺎرات ا دارﻳﺔ ﻟﻤﺪراء اﻟﻤﻜﺎﺗﺐ واﻟﺴﻜﺮﺗﺎرﻳﺎ
Managerial Skills for Office Managers
إدارة اﻟﻤﻜﺎﺗﺐ وﻓﻦ ا ﻳﺘﻴﻜﻴﺖ
Office Management Etiquette
إدارة اﻟﻤﻜﺎﺗﺐ ا ﻟﻜﺘﺮوﻧﻴﺔ
Electronic Office Management
إدارة ﺿﻐﻮط اﻟﻌﻤﻞ
Work Stress Management
ﻣﻬﺎرات ادارة و ﺗﻨﻈﻴﻢ ا ﺟﺘﻤﺎﻋﺎت
Meeting Management Skills
ﻣﻬﺎرات ﻛﺘﺎﺑﺔ اﻟﺮﺳﺎﺋﻞ واﻟﺘﻘﺎرﻳﺮ
Business Writing Skills
ﻣﻬﺎرات ا ﺗﺼﺎل ﻟﻤﺪﻳﺮي اﻟﻤﻜﺎﺗﺐ واﻟﺴﻜﺮﺗﺎرﻳﺎ
Communication Skills for Office Managers
اﻻرﺷﻔﺔ اﻻﻟﻜﺘﺮوﻧﻴﺔ اﻟﺤﺪﻳﺜﺔ
Electronic Archiving
اﻟﻄﺒﺎﻋﺔ ﺑﺎﻟﻠﻐﺘﻴﻦ اﻟﻌﺮﻳﻴﺔ واﻻﻧﺠﻠﻴﺰﻳﺔ
Typing Skills (Arabic and English)
اﻟﻤﺠﻤﻮع
Total
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Tel. 065100900 | Fax. 065100901 | Ext. 2033
| Email. tag-knowledge@tagorg.com |
| Website. tag-knowledge.com |

15
15
15
15
15
15
15
15
15
150

