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Readings in English in the field of administrative work to help the student write and understand topics and skills
related to administrative work, in addition to developing texts for how to write presentations and business

Student education process

correspondence

139. Educational institutio

88 81 @bl [idleidl ) dmald)

140. department / center gkl 3y15) Lidl gund
141. Name/government code AL RN
142. OPP attendance available Sy3a>

143. Semester/year First year
144. (total) er of study hoursNumb 30

145. Date this description was prepared | 2024-4-2
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Weekly hours academic year
the total Practical Theoretical
3 2 1 The first

Name of the material in English

Name of the material in Language of

Arabic instruction
Specialized English 4 3alK) culg ) @ English
Readings

- g B qilal)

Week Item
1,2,3 Material management
4 Communication
5,6 Kindes , levels , directions and importance of communications
7,8 Management (General look)
9,10,11 Statistics in business
12,13 Warehouse — Insurance
14,15,16 Marketing
17,18,19 Sales management
20,21,22 Accounting
23,24,25 Democracy and human-rights
26,27,28 Computer systems
29,30 Review

- shend) cailad) -
Week Item
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1,2,3

Material management (Exercises)

4 Communication (Exercises)
5,6 Kindes , levels, directions and importance of
communications (Exercises)
7,8 Management (General look) (Exercises)
9,10,11 Statistics in business (Exercises)
12,13 Warehouse — Insurance (Exercises)
14,15,16 Marketing (Exercises)
17,18,19 Sales management (Applications& Exercises)
20,21,22 Accounting (Exercises)
23,24,25 Democracy and human-rights  (Reports)
26,27,28 Computer systems (Applications)
29,30

(Exercises)
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description form

Specialized English Readings

Course description

It aims at helping the student at material management techniques' to communicate
in administrative English both orally and writing . communicate in administrative
English both orally and writing .

148. of teaching, learning and and methods OQutcomes of female graduates
evaluation

Settlement - A
people Learn how to deal with
Developing the skill of scientific knowledge of management topics
Developing skills in using intellectual property rights
Participation in class and interaction with students ..

Technical -Northern Technical University | 149. Educational
_ KIRKUKUniversity institution

Materials management techniques | 150. partment / centerde

. i _ 151. Name/government
Specialized English Readings code

My presence | 152. OPP attendance
available

First year | 153. Semester/year

30 | 154. Number of study
(total) hours

22024-4- 155. Date this description
was prepared
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156. of teaching, learning and and methods s of female graduatesOutcome
-: evaluation

Persuasion -A

Small instructions in English -A1

Using English grammar -A2

Using English meanings and vocabulary -A3

. skills specific -Decision inability - B
e of English grammarMastering the us -B1
Mastering the use of Arabic vocabulary in English -B2

Teaching and learning methods

Discussion and dialogue in presenting the topic .1
Help with modern illustrative methods, such as data shows, to clarify .2
the lesson important matters in

of Medina’s research and articles to clarify the scientific material A record. 3
Explain the modern material in a simple way and using technology in .4
education

questions and extracting answers from them Raising .5

hod of research and conclusionDefining the met .6

Linking the scientific material with related scientific materials to reach the .7
external goal and purpose of the lesson

Evaluation methods

1. Weekly, monthly and quarterly exams

2. the class to discuss the lesson Discussion sessions were recorded within
material to overcome the difficulties faced by some students

3. Testing students during the application phase

Oppressing sentimentality and values -C

Deepening student culture-C1

the teaching profession Creating a creative teacher who loves -2 C

Providing the student with all the books, sources and external information he -- 3 C
needs

the love of the English language and practicing it Deepening -A4
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Teaching and learning methods

opicDiscussion and dialogue in raising the t
Help with modern illustrative methods, such as data shows, to clarify .2
important matters in the lesson
of Medina’s research and articles to clarify the scientific material A record .3
ology in Explain the modern material in a simple way and using techn .4
education
questions and extracting answers from them Raising .5
Defining the method of research and conclusion .6
Linking the scientific material with related scientific materials to reach the .7
external goal and purpose of the lesson

uation methodsEval

—_

. Weekly, monthly and quarterly exams

2. Discussion sessions were recorded within the class to discuss the lesson
material to overcome the difficulties faced by some students

3. Testing students during the application phase

prepare (other skills related to employability and wants to General skills -D

.(and personal development
Providing the student with all the books, sources and external information he needs - D1

Conduct workshops inside the hall -D2

scientific material to clarify it is a clear method in Using modern technology in discussing -D3

education
The Theoretical side

Week Item
1,2,3 Material management/ types of Material management
Principles in Material management
4 Communication / types of Communication
5,6 Kinds , Levels, directions and importance of

communications. / Business Communication

91 4adall




7,8 Management/ Function of Management / the role of
Management .
9,10,11 Statistics in business/ importance of Statistics / types of
Statistics / characteristics of Statistics
12,13 | Warehouse — Insurance/ method of Insurance / the role and
importance of Insurance .
14, 15, Marketing/ Principles of Marketing/ importance of
16 marketing to society . / marketing mix .
17, 18, Sales management/ selling / sales management process /
19 Importance of Sales management
20,21,22 Accounting./ basic accounting principles /types of
accounting
23, Democracy and human- rights / types of democracy /
24,25 importance of democracy
26, Computer systems / basic computer systems / importance
27,28 of computer systems .
29, 30 Review
The practical side
Week Item
1,2,3 Material management ( Exercises )
4 Communication ( Exercises )
5,6 Kinds , Levels, directions and importance of
communications. ( Exercises )
7,8 Management. ( General look) ( Exercises )
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9,10,11 Statistics in business. ( Exercises )

12,13 Warehouse — Insurance. ( Exercises )

14,15, 16 Marketing. ( Exercises )

17,18, 19 | Sales management. (Applications & Exercises )

20,21,22 Accounting. ( Exercises)
23, 24,25 Democracy and human- rights ( Reports)
26, 27,28 Computer systems (Applications)
29, 30 (Exercises)

157. Human knowledge

New progression for beginners: Required textbooks -1

John Sowers 2012 - :( s (sourcesMain reference -2

: (....,journals , reports scientific ) It contains scientific books and references
Oxford Modern English Grammar
New he

Small references, Internet -B
http://owl.english.purdue.edu/handouts/grammar:sites

http://www.teachingenglish.org.uk/ *
http://englishplus.com/grammar/contents.htm °

93 daiall




http://www.englishclub.com/grammar/index.htm *

www.learnenglish.de/basics *

www.agendaweb.org *

158. Judicial development plan

Language laboratories with audio analysis devices

linguistic programming-pecializations in neuroAdding s
Updating the modern curriculum vocabulary, including keeping pace with the

linguistic language
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