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LIST OF COURSES FOR DIPLOMA IN OFFICE MANAGEMENT AND SECRETARYSHIP (DMS)

MQA COMPULSORY COURSES
T el e [ [ e | gore | e
| | LANIOOLOR | MQA22330R [BAHASAKEBANGSAAN A (FOR MALAYSIAN) s s L
LAN1002 MQA2232  |BAHASA KEBANGSAAN B (FOR INTERNATIONAL)
2 LAN1003 MQA1231  |MALAYSIAN STUDIES 3 3 0SS
5 | LANIOMOR | MQAI2320R |ISLAMIC STUDIES (FORMUSLIM) s s S08S
LAN1005 MQA2231  [MORAL STUDIES (FOR NON MUSLIM)
TOTAL CREDIT HOURS FOR MQA COMPULSORY COURSES = 9
COLLEGE COMPULSORY COURSES
T el il vl il I o I
1 CEL1221 CEL1231  |INTERMEDIATE ENGLISH 1 3 3 CEL
2 CEL2221 CEL1232  |INTERMEDIATE ENGLISH 2 3 3 CEL CEL1231
3 CEL3211 CEL2233  |ADVANCED ENGLISH 1 3 3 CEL | CEL1221, CEL2221 CEL1232
4 CEL4211 CEL2234  |ADVANCED ENGLISH 2 3 3 CEL CEL3211 CEL2233
5 CEL6231 CEL3231  |BUSINESS COMMUNICATION 3 3 CEL CEL4211 CEL2234
6 ICD5200 ICD3221 |1BADAH CAMP 2 SOSS | FINAL SEMESTER | FINAL SEMESTER
TOTAL CREDIT HOURS FOR COLLEGE COMPULSORY COURSES = 17
CORE COMPULSORY COURSES
T el e [ [ e | gore | e
1| DMs1231 DOM1231 |OFFICE SYSTEM AND ADMINISTRATION 3 3 SOM
2 | DMS1232 DOM1232 |INFORMATION SKILLS 3 3 SOM
3|  DMS2239 DOM1233  |KEYBOARDING 3 3 SOM
4| DMS2232 DOM2231  |NOTE TAKING SKILLS 3 3 SOM
5| DMSs1233 DOM2232 | OFFICE WRITTEN AND DOCUMENTATION 3 3 SOM DMS1231 DOM1231
6 | DMS2231 DOM2233  |RECORDS MANAGEMENT AND DOCUMENTATION 3 3 SOM
7| DMS2237 DOM2234 |PRINCIPLES OF ACCOUNTING 3 3 SOM
8 | DMs3233 DOM2235 |INTERPERSONAL COMMUNICATION 3 3 SOM
9 | DMSs2236 DOM2236 | PUBLIC SPEAKING 3 3 SOM CEL4211
10| DMS3231 DOM2237  |EVENT PLANNING 3 3 SOM
11| DMs2233 DOM3231  |INTRODUCTION TO PUBLIC RELATION 3 3 SOM
12| DMS2234 DOM3232  |LAW AND PROCEDURE OF MEETING 3 3 SOM LAW3235
13| QKC1231 QBA1232  |BUSINESS MATHEMATICS 3 3 SOM
14|  CBC1231 BUS1231  |INTRODUCTION TO BUSINESS 3 3 SOM
15|  CBC2233 BUS1234  |PRINCIPLES AND PRACTICE OF MANAGEMENT 3 3 SOM
16 |  CBC4232 BUS2236  |ORGANIZATIONAL BEHAVIOUR 3 3 SOM CBC2233 BUS1234
17| LAW623L LAW3235  |BUSINESS LAW 3 3 SOM
18|  CBC2234 DCT1231  |COMPUTER APPLICATION 3 4 sicT
19|  DMS3232 MAS3231  |INTRODUCTION TO MANDARIN LANGUAGE 3 3 CEL
2 ITD3241 PTD3231  |PRACTICAL TRAINING 3 3 SOM | FINALSEMESTER | OVl siceeot
2 NONE 5052231 |ETHICS IN DAILY LIFE 3 3 0SS
TOTAL CREDIT HOURS FOR CORE COMPULSORY COURSES = 63
ELECTIVE COURSES - TO COMPLETE ONLY ONE (1) COURSE
T el e [T [ e | gore | e
1 IRK2221 IRK2231  |CONCEPTS OF ISLAMIC BELIEF 3 3 0SS
2 IRK2225 IRK2235  |BIOGRAPHY OF PROPHET MUHAMMAD S AW 3 3 0SS
5 | _ARBS2210R | ARBI2310R |INTRODUCTION TO ARABIC LANGUAGE FOR BEGINNERS s s L
ARB6221 ARB1232 |INTRODUCTION TO ARABIC LANGUAGE
4|  cBC4233 DBE2234  |HUMAN RESOURCE MANAGEMENT 3 3 SOM CBC2233 BUS1234
5 CBE6232 DEC3237  |INTRODUCTIONTOIT 3 3 sicT
TOTAL CREDIT HOURS FOR ELECTIVE COURSE = 3

TOTAL CREDIT HOURS TO COMPLETE PROGRAMME = 92
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