
On a day to day basis, going through the whole
rigmarole of administrating activities and events is a
state of normalcy for organizations. In establishments,
there is a co-ordinating team which handles matters
such as these; an assemblage of well-planning,
clerically-literate individuals in office management.  

For those who are planning to go after these skills in
mastering the art of office management, this course
should be the one for the student as it sheds coverage
on the necessities and techniques required within any
office environment

From the humble company to a high-powered one, the
Diploma in Office Management will add a zing of
professional supervision in established businesses.

Program Information

Document Processing
Software Application
Human Resource Management
Computer Application Basics
Business Communication
Personal Development I
Personal Development II
Advertising & Communication
Office Secretarial Procedures
Office Management
Fundamental of Business Mathematics
Business Organisation
Record Management
Business Law
Critical & Creative Thinking
Organizational Behaviour
Public Relation

Customer Service Executive
Accounting Technician
It Application Operator
Personal Assistant
Administrative Assistant
Receptionist
Office Administrator
Event Administrator
Assistant Operations Manager
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