
 

 الكلية التطبيقية

نامج إدارة المكاتببر  

Applied College 

Office Management Programs 

 

Compute Science & Information Technology 
Applied College  

Office Management Diploma Program 

Level  

Course title English Language (1)  

Course code ENG 101 

Credit hours 3 

Medium of instruction English 

 

Course specification 

English Language (1) ENG 101 is taught at the first 

level for 3 credit hours.  

 

Course title Computer applications in business 

Course code OMP100 

Credit hours 3 

Medium of instruction English 

 

 

 

 

Course specification 

This course Computer applications in business 

(OMP100) tough in First Level of first Year; has 

3credit Horus. This course convers the Fundamentals 

of computer and computer nomenclature, particularly 

for personal computer hardware and software used in 

today's business environment. Students will survey 

and use business applications programs utilizing pre-

written programs that include word processing, 

spreadsheets, databases, presentation graphics and 

web browsers. Students completing the course will 

have a solid understanding of computer concepts, 

how to use computers in today's business world, and 

how to access information on the World Wide Web. 
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Course title Principles of Management 

Course code     OMP 130 

Credit hours 3 

Medium of instruction Arabic 

 

 

 

Course specification 

Principle of Management (OMP130) taught in First 

Level of first Year; has 4 credit Hours. This course 

covers The basic concept of management and its 

different levels and the most important theories that 

explained the development of management thought, 

the functions of management through a basic 

understanding of planning, organizing, , directing and 

controlling. This course will study different types of 

organizational functions. 

Course title   Secretarial procedures and skills 
Course code    OMP 102 

Credit hours 3 
Medium of instruction Arabic 

 

 

 

 

Course specification 

The decision on secretarial skills and procedures ( 

OMP 102) taught at the first level of the first year to 

specialize in office management in 3 hours, the 

course deals with a set of foundations, principles and 

knowledge related to secretarial skills and 

organization of the office, where it deals with the 

foundations and principles of secretarial and office 

management and applications in Business 

organizations, scientific and practical skills to be 

available in the secretarial and office management 

work, how to organize and design offices, how to 

process inbox and issue, manage, classify and arrange 

files, applications of modern technology in 

secretarial, and the most important technical means 

used in Office management. It also deals with the 

methods of designing models and files used in 

secretaries and office management, and the formation 

of small groups of students to discuss practical 

situations in the field of secretarial and office 

management. 
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Course title Mathematic for Business   
Course code     OMP101 

Credit hours 3 

Medium of instruction English 

 

 

Course specification 

Mathematics for Business OMP 101 covers practical 

application of mathematics to computational 

problems of business and consumerism. Business 

applications include decimals, fractions, percentages, 

interest rates, bank records, payroll, and 

merchandising.  Statistical applications will include 

descriptive methods, including measures of central 

tendency and dispersion, probability, and basic 

patterns of statistical inference . 

Course title    الوقت والاجتماعاتإدارة  

Course code    131كتب  

Credit hours 3 

Medium of instruction عربي 

 

 

Course specification 

فددددسرتى دددد تنرت ت ر دددد رر131يددددمقرر إدددد قروقتقورتجتمدددد رتت      دددد  ر  دددد ر

 سدددددد    ر و  ددددددمورت  ودددددد ت رر3تج دددددولرت تخددددددررج لمكدددددد روقتقورتى   ددددد ر ر

 ت وظدم  تجتمد  فدسروقتقو تى ولإدل ىود ق تت تتىبد ق   د رت سد   ج ت دل

 تجتد  تلمخ لهدل تت قتت  تأه م د،  تجتمد  وقتقو تشد  ر هودت  ت      د   

 ت مهملرتج غل  تجتم  تقم بل ت وظم   حلم رت لمطمط فس ت   م أن ي ك 

  د   تىإد قر ي ود ت ر   د  بهو جمدل  تجتمد  تجتمد رتدقتقو  ضدمو    لدر

تتجتسددد   ر ت قتت   لدددر تتج وددد      ب       ددد تى ولإدددل تلجتتنددد 

ت      د  رتدقتقورتجتمد رها.د  ر  د ر ت وظدم   لمطدمط  جد   فدس تى د لمم ل

 سي  رتج ط قرتخرر تضتعرتج كوتجت م رتأث ه رفسروقتقورتجتم  
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Level 2 

Course title English Language (2)  

Course code ENG 102 

Credit hours 3 

Medium of instruction English 

 

Course specification 

English Language (2) ENG 102 is taught at the 

second level of first year for 3 credit hours.  

 

 

Course title أسس الكتابة باللغة العربية 

 

Course code  104كتب  

Credit hours 3 

Medium of instruction عربي 

 

 

 

Course specification 

فسرتى  تنرتجث نير  ر104يمقرر إ قرأس رتجك  بلرب جلغلرتجو بملر   ر

س    رر3تج ولرت تخررج لمك روقتقورتى    رتتج  ت قرتتلمح سبلربتتمعر

 و  مور  مقررتجط جب،رفسرهذترتىإ قرتجترت م رتلخ صلرب لج للر ر

جتظمهملرت ج ت لر  رت خط ءرتجلغت لرتجش ئولرت كت ب.  رتتجك  بلرت

ت طبقرتىو قت رتج  بإلر لررنكتصرأقبملر لم  قورر ب نتت و رتلمخ لهلر

 ت حلملو 

  

Course title Administrative Communications 

Course code OMP 103 

Credit hours 3 

Medium of instruction Arabic 

 

 

 

 

Course specification 

Administrative Communications course (OMP103 ) 

has 3 credit hours presents an overview of business 

communications, including international 

considerations, and focuses on constructing, 

formatting and proofreading good news, bad news, 

and persuasive business messages as well as business 

reports and proposals. Additionally, the course 

familiarizes Students with some of the job 

interviewing techniques and enable them to prepare 

an effective employment package consisting of 

resumes and application letters.   
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Course title إدارة وتقنيات المكاتب 
Course code  120كتب  

Credit hours 3 

Medium of instruction عربي 

 

 

 

 

Course specification 

فسرتى  تيرتجث نير  رتج و،رر120يمقررر إ قروقتقورت إوم  رتى    ر   ر

س    رحمثري و ت ر إم لر3ت تخرررب     ر و  مور   رطبمولر  

 فرتلإقتق لررىمي رتىك  رتتو  فرتىك  رتطبمولر  للرت ك م ،رتجتظ 

تأهمته،رتأنتت ،رت وظم ،رت ك م ، ر   ري و ت رتىإ قرتج إوملرتىك بمل ر

حمثري و ت رتىإ قربوضرأنتتعرتج إوم  رتتج كوتجت م رتى  لمم لرفسر

 ت     رتىك بملرتىو ص و

 

Course title Spreadsheet Applications for Business 

Course code OMP 110 

Credit hours 3 

Medium of instruction English 

 

 

Course specification 

Spreadsheet Applications (OMP110) tought in third 

level;has 3 credit Hours This course covers how to 

solve realistic business problems using current 

computer spreadsheet software. How to create, 

modify, and print worksheets; when to apply various 

commands, formulas, and functions; how to create 

graphics and incorporate them into the worksheet; 

how to create a data table, and how to use a database. 

 

Course title إدارة العلاقات العامة 
Course code  132كتب  

Credit hours 3 

Medium of instruction عربي 

 

 

 

 

Course specification 

في المستوي الثالث من السنه الأولى    132يدرس  مقرر العلاقات العامة كتب 
ساعات ويتناول مفهوم العلاقات العامة  نشأتها وتطورها  4بساعات معتمدة 

كما يتناول اخلاقيات العلاقات العامة واهميتها وخصائصها ووظائفها 
والاتصالات والتخطيط في العلاقات العامة وعلاقة العلاقات العامة بإدارة 
الازمات وتقويم نشاط العلاقات العامة كما يتناول  القضايا والموضوعات 

 المعاصرة في العلاقات العامة
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Exit Point  

Course title Cooperative Training 
Course code OMP 191 

Credit hours 6 

Medium of instruction Arabic 

 

Course specification 

This course is taught after finishing the first year for 

students who want to graduate with Associate 

diploma.  

Level 3 

Course title Administrative texts in English Language 
Course code OMP206 
Credit hours 3 

Medium of instruction English 
 

Course specification 

Administrative texts in English Language is taught at 

the third level for 3 credit hours.  

 

 

Course title    Records management and electronic 
archiving 

Course code OMP 221 
Credit hours 3 

Medium of instruction Arabic 
 

 

 

 

Course specification 

This course presents an overview of proper records 

management procedures. Students will learn and 

work on manual filing and electronic. They will also 

learn the basic legal experience required for the 

release and safekeeping of information and the laws 

and regulations regarding the management of such 

records. 
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Course title Text processing in Arabic and in English 
Course code OMP 211 
Credit hours 3 

Medium of instruction English 
 

 

 

 

Course specification 

This course is taught to fourth-level students with 3 

credit hours.Upon completion of this course, students 

will be able to demonstrate the ability to use any 

word processing application to accomplish daily tasks 

associated with creating, formatting, and finishing 

small text files.. 

 

Course title Organizational Behavior 
Course code OMP 205 
Credit hours 3 

Medium of instruction Arabic 
 

Course specification 

This course provides a comprehensive analysis of 

individual and group behavior in organizations. Its 

purpose is to provide an understanding of how 

organizations can be managed more effectively and at 

the same time enhance the quality of employees work 

life. Topics include motivation, stress, individual and 

group behavior, conflict, power and politics, 

leadership, organizational structure, globalization.  

Organizational culture and organizational change and 

development 

 

Course title    أخلاقيات الأعمال  
Course code  233كتب  
Credit hours 3 

Medium of instruction عربي 
 

 

Course specification 

في السنه الثانية    233يدرس مقرر اخلاقيات الاعمال  كتب 
ساعات ويتناول  3المكاتب بساعات معتمدة  لإدارةالمستوي الثالث 

العمل الوظيفي،اخلاقيات المهنة مقدمة في اخلاقيات العمل ، أخلاقيات 
ونظام العمل  في المملكة العربية السعودية )أنظمة الخدمة المدنية

المسئولية الاجتماعية ، الانضباط والالتزام الوظيفي، ، السعودي(
) التسويق، الموارد البشرية، لمخالفات الأخلاقية واخلاقيات الاعمال

 العلاقات العامة(
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Course title Introduction to Human Ressources 

Management (Elective) 

Course code OMP 234 

Credit hours 3 

Medium of instruction Arabic 

 

Course specification 

Introduction to Human Resources Management (OMP 

234) tought in third Level of first Year; 3 credit Hours 

This course coversThe basic concept of human 

resource  management. and the role of the human 

resources department and develop mastery of the 

concepts of human resources management including: 

the evolution of human resources management, the 

different environments of human resources, the 

various functions of human resources management, 

and issues and challenges facing human resources 

management. 
 

 

Course title  اختياري(الإدارية القيادة (  

Course code  235كتب  

Credit hours 3 

Medium of instruction عربي 

 

 

Course specification 

الثانية المستوي  السنةفي  235يدرس مقرر القيادة الادارية كتب 
ساعات ويتناول مفهوم القيادة الإدارية  3الثالث بساعات معتمدة 

واهميتها وأهدافها وأساليب وانماط القيادة الادارية، نظريات القيادة 
ذ القيادة الإدارية واتخا التغيير،القيادة الإدارية وإدارة  الإدارية،
القيادة الإدارية والإدارة بالأهداف، القيادة الإدارية في  القرار،

القيادة الإدارية والتمكين ومشاكل وتحديات  الوقت،الاتصال وإدارة 
 القيادة الادارية.

Level 4 

 

Course title Coopérative Training 

Course code OMP290 

Credit hours 6 

Medium of instruction عربي 

 

Course specification 

This course is taught at the fourth level for 6 credit 

hours.  

 

 


