Certicate 4
In Management
ﺷﻬﺎدة اﻟﻤﺴﺘﻮى اﻟﺮاﺑﻊ ﻓﻲ اﻻدارة
Approved Certicate by the National Qualications Authority

ﺷﻬﺎدة ﻣﻌﺘﻤﺪة ﻣﻦ اﻟﻬﻴﺌﺔ اﻟﻮﻃﻨﻴﺔ ﻟﻠﻤﺆﻫﻼت

Qualication Aim
To Prepare qualied personnel for the administrative work and nominate them for the work at the local and
international companies and institutions, and to develop the capabilities and characteristics of the current
employees and administrators.

ﺍﳍﺪﻑ ﻣﻦ ﺷﻬﺎﺩﺓ ﺍﳌﺴﺘﻮﻯ ﺍﻟﺮﺍﺑﻊ
 وﺗﻄﻮ ﺮ، ٕا ﺪاد اﻟﻜﻮادر اﻟ ﻤﺆﻫ ﻠﻌﻤﻞ إﻻداري وﺗـﺮﺷﯿﺤـﻬﺎ ﻠﻌﻤﻞ ﻟ ﻤﺆﺳﺴﺎت واﻟ ﴩﰷت اﻟ ﻤ ﻠﯿﺔ وا وﻟﯿﺔ
.ﻗﺪرات وﻣـﺰا اﻟ ﻤﻮﻇﻔﲔ وإﻻدارﯾﲔ اﳊﺎﻟﯿﲔ

Who Should Enroll?



This certicate is designed for those who work in the administrative and supervisory eld at the institutions and
local & international companies, as well as those who want to get the right qualication for career advancement

ﻫﺬﻩ اﻟﺸﻬﺎدة ﻣﺼﻤﻤﺔ ﻠﻌﺎﻣﻠﲔ ﰲ اﻟ ﻤ ﺎل إﻻداري وإﻻﴍاﰲ ﻟ ﻤﺆﺳﺴﺎت ﻟ
 و اﻟـﺮاﻏﺒﲔ، واﴩﰷت اﻟ ﻤ ﻠﯿﺔ وا وﻟﯿﺔ
.ﰲ اﳊﺼﻮل ﲆ اﻟ ﻤﺆﻫﻞ اﻟ ﻤﻨﺎﺳﺐ ﻠﺘﻘﺪم اﻟﻮﻇﯿﻔﻲ

Units titles
ﺍﻟﻮﺣﺪﺍﺕ ﺍﻟﺘﻌﻠﻴﻤﻴﺔ

ﺍﻟﻮﺣﺪﺍﺕ ﺍﻷﺳﺎﺳﻴﺔ

Core Units
Contribute to the implementation of
emergency procedures

ﺇﺟﺮﺍءﺍﺕ ﺍﻟﻄﻮﺍﺭﺉ ﰲ ﻣﻜﺎﻥ ﺍﻟﻌﻤﻞ
ﺍﻟﺘﻮﺍﺻﻞ ﺍﻟﻔﻌﺎﻝ ﰲ ﻣﻜﺎﻥ ﺍﻟﻌﻤﻞ

Facilitate effective workplace communication
Develop community participation through
active citizenship

ﺘﻤﻌﻴﺔ ﻋﻦ ﻃﺮﻳﻖ ﺍﳌﻮﺍﻃﻨﺔ ﺍﻟﻔﻌﺎﻟﺔﺗﻄﻮﻳﺮ ﺍﳌﺸﺎﺭﻛﺔ ﺍ
ﻣﻔﺎﻫﻴﻢ ﺍﻻﺩﺇﺭﺓ ﻭ ﺍﻟﻘﻴﺎﺩﺓ

Understanding the principles of
management and leadership

ﺗﻄﻮﻳﺮ ﻭ ﻗﻴﺎﺩﺓ ﺍﻷﻓﺮﺍﺩ ﻭﻓﺮﻕ ﺍﻟﻌﻤﻞ

Develop and lead teams and individuals

ﺍﻹﺑﺪﺍﻉ ﰲ ﺍﻟﻘﻴﺎﺩﺓ ﻭﺍﻹﺩﺍﺭﺓ

Lead and manage people

ﺇﺩﺍﺭﺓ ﺍﻷﺩﺍء

Manage people performance

ﺍﻹﻇﻬﺎﺭ ﺍﻟﻌﻤﻠﻲ ﻟﻠﻘﺪﺭﺍﺕ ﺍﻹﺩﺍﺭﻳﺔ

Demonstrate management capabilities

ﺍﳌﺴﺎﺭ ﺍﻟﻮﻇﻴﻔﻲ

Career Progression

:ﻳﺆﻫﻞ ﺍﻟﱪﻧﺎﻣﺞ ﺍﳌﺘﺪﺭﺑﲔ ﻟﻠﻌﻤﻞ ﰲ ﺍﻟﻮﻇﺎﺋﻒ ﺍﻟﺘﺎﻟﻴﺔ

The diploma qualies learners to work as:

 ﻣﺪﻳﺮ ﻣﻜﺘﺐa

aOfce Manager
aOfce Supervisor

 ﻣﺸﺮﻑ ﻣﻜﺘﺐa

aOfce worker

 ﻣﻮﻇﻒ ﻣﻜﺘﺐa
 ﻣﺴﺎﻋﺪ ﺇﺩﺍﺭﻱa

aAdministration assistant

Learning Process

ﺍﻟﻌﻤﻠﻴﺔ ﺍﻟﺘﻌﻠﻴﻤﻴﺔ

Delivered through a combination of classroom based hours and work based hours. The Certicate 4 in
Management is a unique offering that consists of formal classroom lecturing, and mentored practical learning
in the workplace. This ensures that learners will master the knowledge, skills and the application in real work
activities.

 وﺗﻮﺟ ﻪ اﻟﺘﻌﲅ اﻟﻌﻤﲇ ﰲ ﻣﻘﺮ اﻟﻌﻤﻞ، اﻟﺸﻬﺎدة اﻟـﺮاﺑﻌﺔ ﰲ إﻻدارة ﻋـﺮض ﻣ ﻤﲒ ﯾﺘﻜﻮن ﻣﻦ ٕاﻟﻘﺎء ﳏﺎﴐات دراﺳ ﯿﺔ
 ﺣ ﺚ ﯾﻌﳣﺪ اﻟﱪ ﻣﺞ ﲆ، ﳑﺎ ﯾﻀﻤﻦ ٕاﺗﻘﺎن اﳌﺘﺪرﺑﲔ ﻠﻤﻌﺎرف واﳌﻬﺎرات واﻟﺴﻠﻮﯿﺎت واﻟﺘﻄﺒﯿﻖ ﰲ ﳎﺎل اﻟﻌﻤﻞ
.ﺳﺎ ﺎت اﰷدﳝﯿﺔ وﺳﺎ ﺎت ﺗﻄﺒﯿﻘ ﺔ ﰲ ﻣﻘﺮ اﻟﻌﻤﻞ
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