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The course discusses the various aspects of communication, including

effective communication skills both in-person and online communication methods
using clear and concise strategies. This course emphasizes the importance of
expressing oneself simply and accurately to avoid misunderstandings. Moreover,
it equips students with the appropriate technique to adapt a personal
communication style in different situations and with different audiences. This
course stresses the importance of active communication skills: speaking and
listening, building relationships with colleagues and business associates. This
course provides obtainable strategies to enhance students’ communication skills,
simplifies the complexities of communication patterns in a modern workplace.
Finally, it emphasizes the importance of understanding communication ethics on
social media platforms and at the workplace.

(1-2)3 Secretarial Career Path L61411254
This course is a new educational resource for secretarial professionals who want to improve their
English communication skills in a work environment. It introduces career-specific vocabulary
and contexts that will indulge students in the four key language components: reading, listening,
speaking and writing. This course introduces topics associated with the basic skills a secretary
must acquire to accomplish a successful career path. These topics tangles office modern
equipment, bookkeeping skills, business correspondence, and different types of communication.
Eventually, students are led to produce oral and written communication.

(1-1)2 @S Joadl § JgS559 g Sl L61411256
158 raunyll eVl coSaly capelsll ae Jolasll oSty Ul casyad 1 @aSU - el @ JsSois il oSVl Blua g
e coyully allaig 4l is b Ly los (Sey i8Sy Joall oSl LM Gedat cliae ) BLSYL (oS § Cigall Sl il

Slaseddl LS edlaally Joall eMlass elyall ae alazll 2eaSy cdlolell e lgiy sl Aalisll Cadlsll ao Jolazll

(2-2) 2 Aad 1 i I 161411261

Tech. Edu. Office H.S



agdgaillclal )l acaly
AL-BALOAAPPLIED UNVERSITY

Adpdatll slald! Anols
il pala

Al-Balga Applied University
Technical Education

1997 ale Cunds

oIS umall selas Aoy pa sslats (G Aol Casllogll (po akal g g ASTH By Saudl doaly i) Baoad ) Bledl oure
Aubeadly 2|39 Ll aLall gy « il g yiles JSan LimslauSall e satais Lig ASJ) Lausls ot W Ll elans ool
Shlas cuely casyatl) ) 28Ls| cslaidlly 3Usd) Laam Jlme § 4sals gl eIl olly Big SV 2aa ¥l e 58,59 Lo 780
zoldly 852 815l @all Guead . 35Usdly wludull Laas nals Glay casyatll L Jolatlly 259 ASIY! i ¥ Lelgd cilagdas

g ASIYI Aa s ¥ Jlre § deseiad

(4-0) 2 1/ aeldall &yl 161411261
msilall 3o miilie e capanll JI Bladl lin Courg
(4-0) 2 2/ aeldatl &ilyleo 161411264

G5 Bl el e apyally csaalnl] e Alani¥ly s yadl allls oguaill sy el hles Auais I Bl i ik

(2-1)3 (bl — e ) Lsllly ¢ Larudl &yl 161502243
W Sllate g csolidy Loy oLy, Sl apmies 2l (g Bpjlms ¥ AAUL Balelly wially g Laad| cilylen Aais J) Glad) 1da Cge
Slialell ey ) (UL Jldzal Jio il @bl § gaddl duolstll e 50l cpuses e 55U 385 Azl 205SL Jaall
ilad! olyladly 20aSl lelaiall gl e (led (asais LS lelaiz¥) @ 255LaLlg cedhaally edho3dl an sgleall sl ]!
Aoyl peg Baneydl Slinlaell e caslidl Jelazlly ayad! @all Sl ysglas 3] 8L

(6-0) 3 (I(EFCOM B PPONPS [ JERT-IR X L61411262

(2-1)3 PN TFES (A BA] 161403172
Apanl Jeadl Sl 3 L)L,Sedl sl ey @l 08y Goime sLady el SlyLlly Bylally bl wgss 1) Gludl lia Cdug.
Aliolslly aloYl Caluall ausy Lay (Lelad (anss (Gipe (o) delgil calizay 03,01 Goixdl opasaiy slae] de Bolll 38,5

il Apedy wladaty olgol alusiwly (olucwgal!

Tech. Edu. Office H.S



agdgaillclal )l acaly

AL-BALOA'APPLIED UNIVERSITY
Al-Balga Applied University Audpladd! cLal ) danl>
Technical Education 2G| eulas!
1997 ple ol
(1-1) 2 olelas¥ly cdgliylsl 161411272

Sl e C8ya2lls ey dasiais dlasaiiy gl e Gl Jshil ai iBll 5515 Sylns cylan Il ST 1 Bl Co
Bl B15] 3 Lo JoiSall yo09 iBsll e Tl § 3yall Lo lgy (a1 bogicall y939 cibgll clasins

(1-1)2 Laladl calaHall L61411274
Caslla gl wdayads cLalall LEMadl 8,15¥ 1l eulsial) gty dolall clBMadl pasliass pgies Ml Casyad Bladl Jsbity
AlLoay Ball 15 ezl e JEL Jolardl e oot J) ABLAYL LALENS 1 Lealass Lolall cl8dlal) el

(10-0)3 1 w‘ ’MJLAM L61411281
e il s sl 51 JBall Juas¥ly bl bl 3u5a8 adly Jae 2 § 208U SLL Barbas (o il (K3
(53l ot el Gleaell § gl 851515 « et cqsial] hlea sl (bl Lyl Sl § dsagall aBlsll as (dalasl
ERHUEBONPETHFENIENIY

(10-0)3 2aadltulll 161411282

Lpagall &yla¥) Slel2¥) e cdyatll Leldlazes 2aasll Jeall 2y od Ul ey G clundll asl G Gilase hes caops
GIY1 S ¥y JsS39 ! aelod d8yme Bl 25,8l LSl adl lLdMsL LY

Tech. Edu. Office H.S



