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fundamen al knowledge 1o take on this challenging and ever changlng business world.

» Opportunities for progression into Diploma programmes or to embark on a career in
administration, marketing, accounting, human resource and application of IT.




& Certificate in

Administrative Skills
MODULES

[ COURSE DURATION | 16 months ]

SEMESTER 2

* Basic Accounting

* Customer Service Skills

* |niroduction to Managing Business
L]

L]

L]

SEMESTER 3
Basic Finance
Basic Marketing Skills
Book-Keeping and Accounting

SEMESTER 1

Basic IT Skills
Basic Mathematics
Business Writing Skills

Introduction to Multimedia Application
Introduction to Statistics
Meeting and Minutes Taking

Software

Ethics at Workplace
Payroll Preparation
Purchasing and Inventory

Office Administrative Skills
Personal Skills
Workplace Communication Skills

* In addition to the above, all students are also required to success
Agency, as well as fulfill credit requirements for Co-Curricular At

FURTHER STUDIES

Upon successiul completion of this programme, '
offered at APU:
-

+ Diploma in Business Administration

S
FEES ¢"

Tuition Fee

‘e General Studies modules as stipulated by the Malaysia Qualification

‘be eligible to progress into any of the following diploma programmes

loma in Business with Information Technology - Diploma in Accounting

: : Registration Fee : RM 300
Fees Options: : (Only applicable for Malaysian Students)
5 [ H
Full Course Fees : BM 12,500 Student ID Card . AM 30

Instaliment Payments are only applicable for Malaysian Students . o :
Semester Course Fees : BM 4,300 x 3 Semesters : L!brary Deposit (Refundable) : RM 400
Monthly Payment : (Initial Payment : RM 2,300 + BM 800 x 14 i :  Library Fees

Only for International Students

Application Fees For
International Students

0 (USD 140) whic
st arrival in Malaysia

International Student Registration

Personal Bond

PATHWAYS

Coertificate 95%+ OF OUR GRADUATES ARE
(16 months) EMPLOYED BY GRADUATION (2013)!
i
SPM /'O’ Levels / : :

(18 months)

equivalent

STPM /A’ Levels / Honours Degree Honours Degree

UEC or
equivalent

Level 2 Level 3
(1 year) (1 year)
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