NINAKAZ 2: KATANOMH MAGHMATQN ANA EEAMHNO

Mepiodol ApLOpag ZUvolo ApLOpag
A/A Tunog ‘Ovopa Kwdkog ava Awdpkela | eBdopddwv/ | meplédwv/ MoTWTIKWY
MaBnipatog Ma6npatog Ma6nipatog epSouada MEPLOSOU | aKASNMUAIKO | akadnpaiko Movadwv
Oswpia ‘ Epyaot. gfaunvo gfaunvo (ECTS)
1°¢Xpovog, A’ E§aunvo
1. | Mpoktkn Aaktuloypadia | SEC 100 3 50 14 42 4
2 Melkto Elcaywyn CIJTOUC H)\sKtpovu('ouq , SEC 101 5 50 14 70 6
YnoAoyloteg & Autopatiopog Mpadeiou
3. | Oewpla AyYALKA yLOL ETILXELPHOELG SEC 102 3 50 14 42 4
4. | Oswpla Opyavwon Mpadeiou | SEC 103 3 50 14 42 4
5. | Oswpla AoyLOTIKN SEC 104 6 50 14 84 7
6. | Oewpla EAANVLKG yio ETtixelproetg SEC 105 2 50 14 28 2
7. Oewplo ET[LKOLVU.)VLOLK'EQ Ag€lotnteg & SEC 106 ) 50 14 )8 3
Juuneplpopa
1°¢Xpovoc, B’ E¢aunvo
1. | Mpaktikn Aaxtuhoypadia ll SEC 107 3 50 14 42 5
2. | Mewto Enefepyaoia Keypévou SEC 108 4 50 14 56 6
3. | Mewto Méoa Kowvwvikng Alktowong SEC 109 1 2 50 14 42 4
4. | Oswpla Elcaywyn oto MApKeTLVyK SEC 110 2 50 14 28 3
5. | Oswpla Elcaywyn ot Emiyelpnoeig SEC 111 2 50 14 28 4
6. | Oswpia E§untinpétnon kat Wuyxohoyia tou meAdtn | SEC 112 2 50 14 28 4
7. | Oswplia Ertideyopevo 50 14 28 4




Nepiodot Ap1Buog Zuvolo ApLBpog
A/A Tumnog ‘Ovopa Kwdwkadg ava Awdpkela | eBdopddwv/ | mepLodwv/ | MOTWTIKWV
Ma6nuatog Mafnpatog Mafnpatog eBSopada NEPLOSOV | akadnuaikd | akadnuaiké | Movadwv
Oswpia ’ Epyoot. gfaunvo gfaunvo (ECTS)
2°¢ Xpovog, I’ E§¢apnvo

1. | Npaktiko Aaxtuhoypadia lll SEC 200 4 50 14 56 6

2. | Mpaktiko YroAoylotika QUAAa Epyaciag | SEC 201 4 50 14 56 6

3. | Oewpla Opyavwon Mpadeiovu I SEC 202 2 50 14 28 4

4. | Oewpla Elcaywyn otig Anuooteg Ixéoelg | SEC 203 2 50 14 28 4

5. | Oswpia Méoo Emninedo AoyloTikig | SEC 204 4 50 14 56 6

6. | Oswpia Er\eyopevo 50 14 28 4

2° Xpovog, A’ E€apnvo

1. | MNpaktikod Aaktuloypadia IV SEC 206 4 50 14 16 6

5. MPaKTIKO I‘Iapouo}tdoaq & Ynnpeoieg SEC 207 4 50 14 56 6
Awadlktuou

3. | Oswpla Alaxeiplon Xpovou SEC 208 2 50 14 28 4

a. Oswpla ALOpVO'('V(UGI‘] Zepwaoapiwv /. SEC 209 2 50 14 )8 4
EkénAwoewv (Event Planning)

Oswpla & JUyxpovn MpappaTeLloKn 14

5. | Mpaktkn Yrootpln kat Texvntn SEC 210 1 1 50 28 4
Nonuoouvn

6. | Oeswpla Méao Eminedo Aoyiotiki Il SEC 211 4 50 14 56 6




Nepiodot Ap1Buog Zouvolo ApLOpog
A/A Tumnog ‘Ovopa Kwdwkog ava Awdpkela | eBopddwv/ | mepodwv/ | MOTWTIKWV
Ma6nuatog Ma6fnpatog Mabnuatog epéopada NePLOdou | akadnuaiko | akadnuaiké | Movadwv
Oswpia ’ Epyaot. g§aunvo g§aunvo (ECTS)
30¢ Xpovog, E’ E§apnvo
1. | Npaktiko Baoelg Aebopévwy (Access) SEC 212 2 50 14 28 4
5. Qewpla Mpoxwpen Ll:éVO ET['LTtlsﬁo SEC 213 4 50 14 56 6
Enefepyaoiog Kelpévou
3. | Oeswplia Avwrtepo Emninedo AoyloTikig | SEC 214 3 50 14 42 5
4. | Oswpla Alaxeiplon ZTpeg SEC 215 2 50 14 28 4
5. | Oswpla Awoiknon AvBpwmivou Auvapikou | SEC 216 3 50 14 42 5
6. | Oewpia AyyAd yro Emxetprioeig |l SEC 217 2 50 14 28 4
7. | Oewpla EnayyeApotikr) AsovioAoyia SEC 218 1 50 14 14 2
30¢ Xpovog, It E§aunvo
1 MpaKTIKO Mpoxwpen uév}o Enilnsﬁo SEC 219 4 50 14 56 6
YnoAoylotikwv GUAAwvV
2. | Npaktikod Avwtepo Emninedo Aoylotiknc I SEC 220 3 50 14 42 5
3. | Oewpia Awoiknon AvBpwrivou Auvapuikou Il | SEC 221 3 50 14 42 5
4. | Qewpla OpyavwTtiki Zupmnepldopa SEC 222 3 50 14 42 4
5 Oswpla MNpaxktikr Aoknon o€ I8LwTIko SEC 223 50 14 10

padeio*




Emudeyopeva Madnpata

A/A | Kwbikog Ovopa Madnuatog NepiodoL | Aiapkela | AplOuog StdaKtik. AplOpuog
Mabnpuatog ava nepLodou MEPLOSWV ava TUOTWTLKWV
eBdopada | oe Aemta akad. e§apnvo povadwv
ava akad. E§apunvo
E.C.T.S
1 SEC113 4 AL(IXS'L[:')LOI’] Logistics ' 28 4
SEC 205 (omoem,«suon, Slaxeiplon, 2 50
Stavoun)
2 | SEC1131 Mpoppatéag NOpkwy 5 50 28 4
SEC 205 EmayyeApdtwv
3 | SEC113n Mnyxavoypadnuévn AOyLOTIKN 2 50 28 4
SEC 205
4 |SEC113n EAANVIKN Ztevoypadia 2 50 28 4
SEC 205
5 | SEC113n Baokég Nvwaoelg Pwolkng 2 50 28 4
SEC 205 Mwooag
*3E NEPINTQZH NOY O ENAIAOEPOMENOZ OA EZAIPEOEI THZ NAPAKTIKHZ AZKHZHZ OA NPENEI NA KANEI TA AKOAOYOA
MAOHMATA 2TO 2T’ EEAMHNO
1 | 0OA300 JUVTOVIOMOC EmayyeAHATIKWV 3 50 42 5
ZUVOVTHOEWV Kol
EmayyeApatikwy Tafldlwv
2 | OA 301 Mpappatéac yio EmayyeApotieg 3 50 42 5
Yyeloag

Inueiwon: Zg nepintwon nov untap§ouv dportnteg / potATpLeg (mavw amnod 5 dtopa) nov entbBupouv va napakoAovOnocouv
TMEPLOOOTEPEG WPEG EAANVLIKNG oTEVOoypadiag TOTE UmopoUlv va Snuioupynbouv e§Léetkeupéva epyaaotripla EAANVIKAG
otevoypadiag kat Oa 500l miotomonTko TapakoAoUONoNG 6TouC / OTLG CUMUETEXOVTES.




TABLE 2: COURSE DISTRIBUTION PER SEMESTER

. Number of Total
Periods Per Week . .
A/A Course Course Name Course PeI’IO.d weeks/. perlods{ Number of
Type Code duration | Academic Academic ECTS
Theory Lab semester semester
1%t Year, A Semester
1. | Practical Typing | SEC 100 3 50 14 42 4
5. Mixed Introduct.ion to Computers & Office SEC 101 5 50 14 47 6
Automation
3. | Theory Business English SEC 102 3 50 14 42 4
4. | Theory Office Organization SEC 103 3 50 14 42 4
5. | Theory Accounting SEC 104 6 50 14 42 7
6. | Theory Greek for Business SEC 105 2 50 14 28 2
7. | Theory Communication skills & Behaviour SEC 106 2 50 14 28 3
1%t Year, B Semester
1. Practical Typing Il SEC 107 3 50 14 42 5
2. | Mixed Word Processing SEC 108 4 50 14 42 6
3. | Mixed Social media SEC 109 1 2 50 14 42 4
4. | Theory Introduction to Marketing SEC 110 2 50 14 28 3
5. | Theory Introduction to Business SEC111 2 50 14 28 4
6. | Theory Customer Service & Psychology SEC 112 2 50 14 28 4
7. | Theory Elective 50 14 28 4




. Number of Total
Periods Per Week . .
A/A Course Course Name Course Perlc.)d weeks/. perlods{ Number of
Type Code duration | Academic Academic ECTS
Theory Lab semester semester
2"P Year, C Semester
1. | Practical Typing llI SEC 200 4 50 14 56 6
2. | Mixed Excel SEC 201 4 50 14 56 6
3. | Theory Office Organization I SEC 202 2 50 14 28 4
4. | Theory Introduction to Public Relations SEC 203 2 50 14 28 4
5. | Theory Intermediate Accounting | SEC 204 4 50 14 56 6
6. | Theory Elective 2 50 14 28 4
2P Year, D Semester
1. | Practical Typing IV SEC 206 4 50 14 56 6
2. | Practical Presentations & Internet SEC 207 4 50 14 56 6
3. | Mixed Time Management SEC 208 2 50 14 28 4
4. | Theory Event Planning SEC 209 2 50 14 28 4
5. | Mixed Contemporary Secretarial Support & Al | sec 210 1 1 50 14 28 4
6. | Theory Intermediate Accounting Il SEC 211 4 50 14 56 6




. Number of Total
Periods Per Week . .
A/A Course Course Name Course Perlc.)d weeks/. perlods{ Number of
Type Code duration | Academic Academic ECTS
Theory Lab semester semester
3RD Year, E Semester
1. | Practical Access SEC 212 2 50 14 28 4
2. | Mixed Advanced word SEC 213 4 50 14 56 6
3. | Theory Advanced Accounting | SEC 214 3 50 14 42 5
4. | Theory Stress Management SEC 215 2 50 14 28 4
5. | Theory Human Resource Management | SEC 216 3 50 14 42 5
6. | Theory Business English Il SEC 217 2 50 14 28 4
7. | Theory Professional Deontology SEC 218 1 50 14 14 2
3RD Year, F Semester
1. | Practical Advanced Excel SEC 219 4 50 14 56 6
2. | Theory Advanced Accounting | Il SEC 220 3 50 14 42 5
3. | Theory Human Resource Management |l SEC 221 3 50 14 42 5
4. | Theory Organizational behaviour SEC 222 3 50 14 42 4
5 Placement* SEC 223 50 14 10




Electives

A/A | Course Course Name Periods Period Total
Code per Duration periods/  Number of
week Academic ECTS
semester

1 EEE ;é; / Intro to Logistics 2 50 28 4

2 | SEC113/ | Secretarial for Legal 5 50 28 4
SEC 205 Matters

3 | SEC113/ | Digitalized Accounting 2 50 28 4
SEC 205

4 | SEC113/ | Greek Shorthand 2 50 28 4
SEC 205

5 | SEC113/ | Introto Russian 2 50 28 4
SEC 205 Language

*IN CASE OF PRIOR APPROVED PROFESSIONAL EXPERIENCE, STUDENTS CAN REPLACE THE

PLACEMENT WITH THE FOLLOWING COURSES
OA 300 Business Meeting & 3 50 42 5
Travel Coordination
OA 301 Secretary for Health 3 50 42 5

Professionals

Note: In case there are students (more than 5 people) who wish to attend extra hours of Greek shorthand, then specialized Greek
shorthand workshops can be created and a certificate of attendance would be given to the participants.

* Students who have relevant prior professional experience or who are currently employed in positions directly related to their field
of study may, upon evaluation and approval by the Programme Coordinator, have their professional experience recognized as part of
the placement requirement. In case of prior approved professional experience, students can replace the placement with the
following courses. Students should present documents proving their professional expertise. Their request would be approved by the

Admission Committee.




