Programme „Office Work Organization and Administration”

Level of studies:

First level professional study programme 
Length and capacity of studies:
2,5 years (5 terms); 80 credit points
Requirements:

Secondary education
Form of studies:

Distance learning
Qualification:

Office manager
Tuition fee:

445 LVL per term

Accreditation term:

till December 31, 2011
Discounts:

· 15% full tuition fee discount – for families with many children and low income families (1 member of the family) 

· 15% full tuition fee discount – for people with special needs and invalids 

· 15% full tuition fee discount – for new mums and dads (if ones have at least one baby not older than 12 months) 

· 10% tuition fee discount for each term – family support for CBA families (1 member of the family). 

Goal, Tasks, and Results Planned
The study programme „Office Work Organization and Administration” provides general theoretical knowledge in management and social sciences, which gives the opportunity to model and get the ideas about different management theories and practice in office work organization and administration. Marketing, Psychology, Professional Health and Safety, Office Work and Archive, Project Preparation and Management, and Professional Client Service courses make the ground for further professional education opportunities.
Office work management goals and tasks, and versatile expressions of management styles are being discovered, traits and qualities necessary for managers of different levels, work forms, methods and its perfection ways are also being discovered in the process of covering the programme.
Study courses in terms of the programme are logically arranged, taking into account a succession principle, which allows a student to upgrade his/her skills both professionally and personally.
The goal of the programme is to train high level office managers, using the advantages of distance learning.

The goal of each study course is to offer a student the opportunity to acquire practical skills in office work, providing full insight, basic knowledge and skills at all organizational work stages and a review about all the procedures, which occur in the company or institution. 
Tasks of the programme:
1. Train qualified, competitive office managers and assistants both on Latvian and foreign labour markets. 

2. Give the opportunity to increase motivation for the studies chosen, provide overall knowledge, which would expand student’s views, perfect his/her world outlook, acquiring general educational study courses. 

3. Orient the studies the way it would be possible to acquire necessary knowledge and skills at special and professional study courses.

4. In Terms 3 and 4, after having finished “Practice in Office Work” and “Practice in Business Correspondence”, ensure its course and sequence for a student to have the opportunity to check theoretical knowledge in practice and pick out the topic for his/her Qualification Paper.

5. After having successfully met all the requirements of the study programme, give a student the opportunity to get the speciality „Office manager”, elaborating the Qualification Paper, where a student do research demonstrating the skill of putting theoretical knowledge into practice, and analysing the topic chosen in the research. 

6. Ensure the opportunity to continue the process of getting education at higher level educational programmes.
The result planned 

1. A trained competitive office manager. 
2. Graduates’ professional, social, and personal maturity, which gives them the oppotunity to start a successful career and contribute to raising the welfare of the society.

3. Graduates become fully prepared for studies at the 2-nd level educational programmes. 
„College of Business Aministration” is a high school, the institution of higher education. If you are interested in first level professional higher education in different business administration areas, CHOOSE the studies at College of Business Administration.
Other Latvian high schools and colleges also offer business studies. The difference is that the studies at College of Business Administration are organized in the form of distance learning – these are part-time courses in information community space. 
The programme contains many business and office work courses, which are especially useful for medium level managers and secretaries. Many courses are organized in the form of e-studies. E-courses and e-studies are effective forms of Distance Education.
Distance learning studies are especially suitable for busy motivated people, who feel the necessity of getting higher education, having no possibilities to study fulltime. Tuition fee totally corresponds to the quality of studies offered.
Tuition fee also covers the use of specially elaborated library of professional literature. 

 
THE PLAN OF STUDIES
	Study courses
	Term 1
	Term 2
	Term 

3
	Term 4
	Term 5
	Credit points
	The Way of Testing

	GENERAL EDUCATIONAL STUDY COURSES
	20
	
	
	
	
	
	

	Computer Studies
	2 
	2 
	 
	 
	 
	4 
	TEST/EXAM 

	Communication Psychology I,II
	2 
	2 
	 
	 
	 
	4 
	TEST/EXAM

	Business English/ German I,II
	2 
	2 
	 
	 
	 
	4 
	TEST/EXAM

	Marketing I,II
	 
	 
	2 
	2 
	 
	4 
	TEST/EXAM

	Organizational Psychology I,II 
	 
	 
	2 
	2 
	 
	4 
	TEST/EXAM

	SPECIAL STUDY COURSES
	36 
	
	
	
	
	
	

	COMPULSORY
	26 
	
	
	
	
	
	

	Professional Health, Safety, and Civil Defence 
	 
	2 
	 
	 
	 
	2 
	TEST

	Latvian Language Culture Issues
	 
	2 
	 
	 
	 
	2 
	TEST

	Management I 
	 
	 
	2 
	 
	 
	2 
	TEST

	Project Preparation and Management 
	 
	2 
	 
	 
	 
	2 
	TEST

	Jurisprudence 
	 
	 
	 
	 
	2 
	2 
	TEST

	Business Etiquette 
	 
	2 
	 
	 
	 
	2 
	TEST

	Office Work and Archive 
	2 
	 
	 
	 
	 
	2 
	TEST

	Business
	 
	 
	 
	2 
	 
	2 
	TEST

	Professional Client Service 
	3 
	 
	 
	 
	 
	3 
	EXAM 

	Office Work Organization and Administration 
	 
	 
	3 
	 
	 
	3 
	EXAM

	Human Resources Management I,II 
	 
	 
	 
	2 
	2 
	4 
	TEST/EXAM

	CHOICE (a student has to choose the courses for 10 credit points)*
	10 
	
	
	
	
	
	

	Social Psychology Trainings 
	x 
	 
	 
	 
	 
	2 
	TEST

	Public Speech
	 
	x 
	 
	 
	 
	2 
	TEST

	Social Psychology I 
	 
	x 
	 
	 
	 
	2 
	TEST

	Social Psychology II 
	 
	 
	x 
	 
	 
	2 
	TEST

	Marketing Planning and Management
	x 
	 
	 
	 
	 
	2 
	TEST

	Accountancy Basics 
	 
	 
	x 
	 
	 
	2 
	TEST

	Labour and Social Law 
	 
	 
	 
	x 
	 
	 
	 

	Commercial Law 
	 
	 
	 
	 
	x 
	 
	 

	World History of Culture I
	 
	 
	 
	x 
	 
	2 
	TEST

	World History of Culture II
	 
	 
	 
	 
	x 
	2 
	TEST

	PRACTICE
	 
	 
	 
	 
	 
	16 
	TEST

	Practice in Business Correspondence
	 
	 
	8 
	 
	 
	8 
	TEST

	Practice in Office Work
	 
	 
	 
	8 
	 
	8 
	TEST

	QUALIFICATION PAPER
	8 
	
	
	
	
	
	

	Qualification Paper
	 
	 
	 
	 
	8 
	8 
	DEFENCE 

	TOTAL
	13 
	16 
	19 
	18 
	14 
	80 
	 


