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Courses ECTS
Part A | General subjects
1.-1. Bookkeeping 3
1.-2. Computer skills 3
1.-3. Record keeping and professional terminology 3
1.-4. Professional terminology in foreign languages 1,5
1.-5. Contact and ethics 3
1.-6. Basic statistics 3
1.-7. Basic law 45
1.-8. Basic social rights 3
1.-9. Basic sociology 3
1.-10 Basics of marketing 3
Sub-total: 30
Part B | Specialised topics
2.-1. Psychology of organisations 6
2.-2. Basic psychology 3
2.-3. Macro economics 45
2.-4. Micro economics 4,5
2.-5. Organization management 4,5
2.-6. Human resources management 6
2.-1. Personnel records 4,5
2.-8. Labour law 45
2.-9. Safety at work, civil and environmental protection 3
2.-10. Project management 3
2.-11. Quality management 3
2.-12. Tax system fundamental 3
Part C | Electives (choose one)
3.-1. Module 1. Mediation 4,5
3.-2. Module 2. Procedural rights 4,5
3.-3. Module 3. Public relations 45
3.-4. Module 4. In-house training 45
3.-5. Module 5. Personal data protection 4,5
3.-6. Module 6. Coaching 45
Sub-total: 54
Sub-total from course work 84
In-service training 24
Diploma (qualification raising report) 12
Preparation and defence
Total: 120




