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Academic Program Description Form

University Name: Al-Furat Al-Awsat Technical University

Faculty: Karbala Polytechnic College

Scientific Department: Business Administration Technologies
Academic or Professional Program Name: Diploma

Final Certificate Name: Diploma in office administration
Academic System: annual

Description Preparation Date: 7\12\2025

File Completion Date;)7/12/2025 ;’—ij
i W

Signatu Signature:

Head of Department Name: Scientific Associate Name:

Ass.Prof.Dr. Mohammed Jabbar Hadi Ass.Prof.Dr. Muhammad Fadhil Neamha
Date: /«/ / [Z /2025 Date: (| /'Z /2025

The file is checked by:
Quality Assurance and Performance Division

Director of Quality Assurance and Performance Division: Mr. Ali Neamah Hasan

Date: / /2025 AJ-\, Nw | o

Signature:

o : T
EadW | MDY
Approval of the Dean \\im\1 -1 7 (3
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1- Gupta, S. C. (2018). A Handbook for letter writing. Arihant Publications
India limited
2- Yingying, J. (2020). Research on Language Characteristics of Business
Letter Writing.
Studies in Literature and Language, 20(3), 128.

3- Lindsell-Roberts, S. (2004). Strategic business letters and e-mail.
Houghton Mifflin Harcourt.

4- Talbot, F. (2009). How to Write Effective Business English:
The Essential Toolkit for Composing Powerful Letters, Emails and More,

for Today's Business Needs. Kogan Page Publishers.
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Course Description Form

1. Course Name:

time management

. Course Code:

time management

. Semester / Year:

Annual / second stage

. Description Preparation Date:

1/9/2025

. Available Attendance Forms:

weekly

. Number of Credit Hours (Total) / Number of Units (Total)

(120) hours (8) units

. Course administrator's name (mention all, if more than one name)

Name: Asst. Lect: Abbas Ahmed Mohammed Saleh
Email: abbass.saleh.ikr28@atu.edu.iq

8. Course Obijectives

Course Objectives ¢ Introducing the student to the concept of tim
and its importance to humans in general and t
him as a student

* Introducing the student to the concept of
scheduling daily activities and working on
developing plans

¢ Introducing the student to the concept of t

wasting and working to reduce time wasting

9. Teaching and Learning Strategies

Strategy e Lecture delivery strategy

e Student groups strategy

» Strategy reports and studies

 Strategy for using illustrations and digital display devices for topics tt
require it.

10. Course Structure

Week Ho | Required Unit or Learning method Evaluation method
ur | Learning subject name

S Outcomes

Firstand | 8 The concept of The conceptand | 1- Method of giving 1 - Exams of various types
second time is defined, characteristics of | lectures 2- Feedback from students

1



mailto:abbass.saleh.ikr28@atu.edu.iq

and its
characteristics/ma
nagement theories
are listed.

time/management
theories

2- Student groups
3- Reports and studies

3-The method of expression
with faces
4- Reports and studies

It discusses time
and management
functions

Time and
management
functions

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Fourth

It illustrates the
vision of the
direction of time -
assumptions about
time

Vision of time
direction -
assumptions
about time

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Fifth and
sixth

Explains time
management and
basic processes /
time planning -
prioritization -
flexibility

Time management
and basic
operations/

time planning -
precedence -
flexibility

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Seventh

It explains the
importance of
planning - the
organized product
for time planning.

The importance of
planning - the
organized product
of time planning

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

Time tracking
explains - types of
time - goal setting.

Recording time -
types of time -
setting goals

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

It explains the
importance of
setting goals -
writing down
goals.

The importance
of setting goals -
notation goals

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

twelfth

It explains
personal,
professional, and
organizational
goals.

Personal,
professional and
organizational
goals

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Thirteent

Time management
explains the
importance of time
management.

Organizing time -
The importance
of organizing
time

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Fourteent
and
fifteenth

Delegation
explains: a time
management
technique

Delegation: a
method of time
management

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Sixteenth
and
seventeer

It explains the
development of
delegation skills -
obstacles to
delegation.

Developing the
skill of delegation
- obstacles to
delegation.

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Eighteen
and ninet

Identifying time
wasters - concept
and importance -
and how to control
time wasters

Time wasters -
concept and
importance -
How to control
time wasters

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies




Twenty
and
twenty on

It identifies the
factors that lead to
wasted time.

Factors leading
to loss of time

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Twenty
two

It explains meeting
management - its
importance and

types.

Managing
meetings - its
importance and
types

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Twenty
third

Discussing
preparations for
the meeting

Preparing for
the meeting

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

Twenty-
fourth ang
twenty-
fifth

Discussion
leadership -
Meeting
evaluation

Leading the
discussion -
evaluating the
meeting

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

Twenty-si
and twent
seventh

It identifies
meeting problems
and ways to
overcome them

Meeting
problems and
ways to overcome
them

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

Twenty-
eighth

Delegation of
authority -
concept and
importance -
explains
delegation
methods

Delegation of
authority-concept
and importance -
delegation
methods

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

twenty-ni

Leadership
explains the
concept and
importance -
leadership styles

Leadership:
concept and
importance -
leadership
methods

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

It identifies
leadership styles
and their
relationship to
time management
processes.

Leadership styles
and their
relationship to
time management
processes

1- Method of giving
lectures

2- Student groups

3- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

11. Course Evaluation

Distributing the score out of 100 according to the tasks assigned to

preparation, daily oral, monthly, or written exams, reports .... etc

the student such as daily

12. Learning and Teaching Resources

Required textbooks (curricular books, if any)

Main references (sources)

Time Management / Author: Dr. Nader Ahmed Abu

Sheikha

Recommended books and references (scientific

journals, reports...)

Scientific books in the field of organizing modern

time management

Electronic References, Websites




Course Description Form

1. Course Name:

Office organization

2. Course Code:

3. Semester / Year:

second

. Description Preparation Date:

1/9/2025

. Available Attendance Forms:

. Number of Credit Hours (Total) / Number of Units (Total)

(80) Hours Number of units (10)

. Course administrator's name (mention all, if more than one name)

Name: Khudair Abbas Mohsen
Email: khudhair.abbasmohsin@atu.edu.ig

8. Course Obijectives

Course Objectives

The course aims to prepare
student to practice office
secretarial functions and orgar
them in a proper manner
Correct and with high produci

efficiency

9. Teaching and Learning Strategies

Strategy

Practical lecture:

of the lecture:

Theoretical lecture: 1- Method of giving lectures. 2- Student
groups. 3- Reports and studies. 4- Using illustrations and digita
display devices for topics that require this.

Discussion with students and students among themselves:
Preparing reports and projects related to the scientific mater



mailto:khudhair.abbasmohsin@atu.edu.iq

10. Course Structure

Week

Hours

Required Learning

Outcomes

Unit or subject

name

Learning

method

Evaluation

method

Learning Office concept

Learning The Origins
and Development of
Office Work — Office
Functions

Learning Standardizing
and standardizing office
work. The evolution of
office work

Learning Office
Location and Design —
Cases for Reconsidering
Office Location and
Design - Office
Communication

Learning Reports as a
means of communication
in office work

Learning how to write
office forms

Understanding the
concept of secretarial
work and the different
types of secretarial roles.

Identifying the entities
responsible for preparing
the secretary
Understanding the duties
of a secretary

Office concept

The  emergence and
development of office
work - office functions

Standardization and
standardization of office
work The development of
office work Office

location and design -
cases of reconsideration
of the office location and
design - communication
in the
office

Reports as a means of
communication in office
work

Office forms

Secretarial —
A qualitative division of
secretarial work
- the qualifications that
the secretary possesses

Entities that prepare
secretaries in the country

Secretary duties

1-How to give
lectures

2- Student group:
Reports and
Studies

1--Exams of all kind
Feedback from stude
3-The method

expression with faces
4- Reports and studi




Understanding the | The role of the
secretary's work plan and | secretary in helping his
meetings boss - The role of the
secretary in press
conferences

Understanding the role
of the secretary in
organizing meetings

Planning the secretary’s
work - meetings - types
of meetings

Identifying

office security Meetings as a means of

communication —

the qualities that
Understanding a meeting secretary must
information security and | possess Disadvantages of
confidentiality meetings - The role of the
secretary in

organizing meetings

Understanding the ] _
automation of office | Office security
work

Internet familiarization Confidentiality of the
information

Telex - fax - Internet — Automation of office
closed circuit work - benefits of
television mechanization —

modern communication

devices for

11. Course Evaluation

Distributing the score out of 100 according to the tasks assigned to the student such as daily
preparation, daily oral, monthly, or written exams, reports .... etc

12. Learning and Teaching Resources

Office organization - lyad Mahmoud Al-Rahim - Fg
Abdel Amir
Modern secretarial and office management: - Mahmoud Abu
Rub Introduction to management information systems: - 4
Muhammad Al-Sharman Information technologies and t
applications: - Dr. Adel Talib Muslim - Dr. Abdul Sattar

Required textbooks (curricular books, if any)

Main references (sources)

Recommended books and references

(scientific journals, reports...)

Electronic References, Websites




Course Description Form

1. Course Name :

The crimes of the Baath regime in Iraq

2. Course Code:

3. Semester / Year:

Second

4. Description Preparation Date:

1/9/2025

5. Available Attendance Forms: Actual attendance

6. Number of Credit Hours (Total) / Number of Units (Total)

30 hour/annually - 60 units

7. Course administrator's name (mention all, if more than one name)

Name: Kamal Ali Hussein

Email: kamal.hussein@atu.edu.iq

8. Course Objectives

Course Objectives General objective: To introduce
the student to the Baath regime in
Irag, the way it managed the state,
and the crimes it committed during
its rule

Specific objective: To introduce
the student to the crimes of
genocide, the militarization of
society, and radioactive and
environmental pollution that were
widespread during the regime’s
time, its draining of the marshes,
and its elimination of animal and
plant wealth in the country.




9. Teaching and Learning Strategies

Strategy

A set of activities or mechanisms that aim to achieve the previously
specified teaching objectives,
- Providing students with cognitive concepts related to the crimes of the

Baath regime

2- Providing students with scientific knowledge of state administration

methods

including:

10. Course Structure

Week

Hours

Required Learning

Outcomes

Unit or subject name

g

Learnin

method

on

Evaluati

method

Irst& Second

Comprehensive familiarity with
the terminology of rights and
freedoms violations according to

international legal frameworks.

Violations of rights and
freedoms - violation of rights

Lecture

Ask
guestion
S

hird& Forth

Tracing the trajectory of political
systems in lIrag (1921-2023) and
their

analyzing structural

transformations and governance

mechanisms.

A descriptive overview of
the political systems in Iraq
((1921 to 2023

Lecture

Case stu

and  teach

tests

-ifth& Sixth

&seventh

Monitoring and  analyzing
repressive policies and systematic
violations of rights and freedoms

under the Ba'athist regime in Iraqg.

The Baathist regime’s
violations of public rights
and freedoms

Case Study

Case stu

and teach

tests

ghth& Nineth

Diagnosing the repercussions of
the Ba'athist regime's practices and
their forced impacts on the reality of

public rights and freedoms in Iraq.

2 impact of the Baathist
regime’s behavior on
public rights and
freedoms

Mini
discussion

groups

Listen and

questions

Tenth&
Eleventh

Clarifying the effects of the

Ba'athist regime’s practices in

controlling society and prioritizing
party
institutions.

authority over state

The impact of the Baathist
regime’s behavior on society
and its control over the state

Lecture

Ask questio

Twelfth

the the

transitional period in dismantling

Clarifying role of
the effects of authoritarian policies
and moving toward building a

democratic system.

The impact of the transitional
period in combating
authoritarian politics

Case Study

Case stu

and  teach

tests

Thirteenth

Clarifying the deep psychological

The Baath regime and its

Listen and




effects left by the Ba'athist regime's
practices on the Iragi individual and

society.

repercussions in the
psychological field

discussion

groups

questions

Fourteenth

Exposing the repercussions of the

Baathist regime's  policies in
dismantling social bonds and
altering the value system of the Iraqi

person.

The Baath regime and its
impact in the social field

Lecture

Ask questio

Fifteenth

Diagnosing the methods of

systematic repression and
persecution  practiced by the
Ba'athist regime toward religious
institutions to impose absolute state

hegemony.

Religion and state

Case Study

Case stu
and teach

tests

Sixteenth

Explaining the mechanisms of
employing culture and media as
tools for party mobilization and
consolidating totalitarian thought in

society.

Culture and media

Mini
discussion

groups

Listen and

questions

seventeenth

Demonstrating the impact of the
infiltration of military culture into

the social and educational structure.

Militarization of society

Lecture

Eighteenth

Analyzing  the catastrophic
repercussions of armed conflicts
and scorched-earth policies on the
environmental balance and

demographic composition in Irag.

The impact of oppression and
wars on the environment and
population

Case Study

Nineteenth

Analyzing  the catastrophic
repercussions of using
internationally prohibited weapons
and their extended impact on
environmental elements and public

health.

The use of internationally
prohibited weapons and
environmental pollution

Mini
discussion

groups

Listen and
questions

Clarifying the scorched-earth
strategy adopted by the Ba'athist
regime as a tool for genocide and

forced demographic change.

Scorched earth policy

Lecture

"wenty- First

Reviewing the crime of draining
the marshes as a tool for ecocide

and systematic forced displacement

Drying of marshes and forced
migration

Case Study




of the population in southern Iraq.

/lenty- Second Diagnosing the catastrophic
repercussions of the former
regime's policies in bulldozing green
spaces and eliminating biodiversity

in Irag.

Destruction of the agricultural Mini | Listen and

environment discussion | questions

groups

twenty- Third Explaining the serious
environmental and health
repercussions and the long-term
effects resulting from radioactive

pollution and war remnants.

Destruction of the animal Lecture sk questions
environment

Twenty- Forth Reviewing the crime of mass
graves as physical evidence of
genocide policies and systematic

repression against the Iraqi people.

Radioactive contamination |Case Study | Case  stu
and teach
tests

Twenty- Fifth Exposing the grave violations
that targeted places of worship as a
tool to terrorize society and destroy

spiritual and cultural identity.

Mass graves Mini | Listen and
discussion | questions

groups

Twenty- Sixth Reviewing the crime of draining
the marshes as a tool for ecocide
and systematic forced displacement

of the population in southern Iraqg.

Bombing places of worship Lecture

stu

teact

11. Course Evaluation

Daily preparation

Daily exams

Extracurricular activities

First semester exam / theoretical - 1
Second semester exam / theoretical - 2

Final exam / theoretical

12. Learning and Teaching Resources

Required textbooks (curricular books, if any)

The methodological book for the subject “Crime
the Baath Regime in Iraq”

Main references (sources)

Recommended books and references (scientific journals, | The book “The Cognitive Foundation for the S|

reports...)

of the Baath Party’s Crimes in Iraq”

Electronic References, Websites

https://uomus.edu.ig/En/Enmclecdet.aspx?i
d=27437




Course Description Form

1. Course Name:

computer applications

2. Course Code:

computer applications

3. Semester / Year:

second

4. Description Preparation Date:

1-9-2025

5. Available Attendance Forms

weekly

Number of Credit Hours (Total) / Number of Units (Total)

90 HOUER (6) UINT

. Course administrator's name (mention all, if more than one name)

Name: Huda jaleel dikhil

Email: hudajh@atu.edu.iq

. Course Objectives

Course Objective .

e To become familiar with the concept of computer applications, its importal
and objectives at all levels of application.
To learn about the basics of computers and how to work on them.
e To learn about computer, desktop, and operating system security.

e To become familiar with the Word application and its features.

9. Teaching and Learning Strategies

Strategy

* Lecture strategy
» Student group strategy

 Strategy reports and studies

 Strategy for using illustrations and digital display devices for topics that require it.

10. Course Structure

Week Hour

S

Required
Learning

Outcomes

Unit or subject

name

Learning method

Evaluation method

First and
second

Identify the core
components of the
PowerPoint 2010
window and their
functions.

Main applications
for Office (2010),
PowerPoint and
PowerPoint
presentations

1-Method  of
lectures
2-Student groups
3-Reports and studies

giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

List File menu

The main facade

1- Method of giving

1-Exams of various types




commands

lectures
2-Student groups
3-Reports and studies

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Fourth

apply  formatting
skills for text,
paragraphs, and
styles.

Menu bar
command file and
its contents

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Fifth and
sixth

Execute editing
tasks(Find/Replace
), insert various
objects,and select
appropriate slide
designs.

Home.Clipboard
Font, Paragraph
and Styles

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Seventh

Distinguish

between different
transition types
and control effect
options and timing.

Editing, insertion
and design

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Eighth an
ninth

Classify animation
types (Entrance,
Emphasis, Exit) and
manage final
presentation
settings.

The command
moves all
subcommands of
those commands

1- Method of giving
lectures

2-Student groups
3-Reports and studies

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Tenth and
eleventh

Utilize spell
check,translation
tools, and
comments.

Movements and
slideshows of all
subcommands of
those commands

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

twelve

Compare different
slide view modes
(Normal, Sorter,
Notes Page) and use
zoom tools.

The order s
reviewed with the
subparagraphs of
those orders

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Thirteent

Add
learning outcomes

The command is
displayed with
subparagraphs for
those commands

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Fourteen

Name Excel
interface  elements
(Active cell,
Row/Column
headers, Status bar).

The main
applications of
Office (2010),

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Fifteenth

Name Excel
interface
elements(Active
cell, Row/Column
headers,Status

bar).

excel

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Sixteenth
and
seventeer

Identify workbook
management
commands  (Save,
Open, Print,
Security options).

The main facade

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

eighteent
and

nineteent

Apply cell
formatting,  fonts,
borders, and number

Menu bar
command Excel
file and its

1- Method
lectures
2-Student groups

of giving

1-Exams of various types
2- Feedback from students
3-The method of expression




formats (Currency,
Date, Percentage).

contents

3-Reports and
studies

with faces
4- Reports and studies

Twenty a
twenty-o1

Create  organized
data tables, insert
shapes, and adjust
page layouts for
printing.

Home.Clipboard
Font, Paragraph
and Styles

1- Method of giving
lectures

2-Student groups
3-Reports and studies

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

twenty to

Distinguish

between manual
formulas and
imported data, and
employ data
validation tools.

Editing, insertion
and design

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

twenty th

Write mathematical
equations in  the
formula bar and use
built-in functions
(e.g., SUM, IF).

Command
formula and data

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Twenty-
fourth an
twenty-fif

Perform operations
to add, delete, hide,
and resize rows
and columns.

Formula bar

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Twenty-s
and twent
seventh

Diagnose the causes
of mathematical
errors (e.g.,
#DIV/Q!) and
process the order of
operations.

And mathematical
functions

1- Method of giving
lectures

2-Student groups
3-Reports and studies

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Convert numerical
data into  visual
charts (Column,
Line, Pie).

Add and expand
columns and rows

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Twenty n

Sort data
ascendingly and
descendingly, and
update data values
linked to charts.

Common errors
and treatment of
mathematical
operations

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types
2- Feedback from students
3-The method of expression
with faces
4- Reports and
studies

Apply  protection
procedures for
worksheets and
workbooks against
unauthorized
changes.

Charts, shapes
and mathematical
operations

1- Method
lectures
2-Student groups
3-Reports and studies

of giving

1-Exams of various types

2- Feedback from students
3-The method of expression
with faces

4- Reports and studies

Description of the practical course .11

Required

Evaluation Method

Learning method

Unit or topic name

learning

outcomes

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

The main applications
of Office (2010),
PowerPoint and

presentations, main
interface

It identifies the
basic components
of a PowerPoint
2010 window and
the function of
each part within it.

First and
second

11-Exams of various

1- Method of giving

The menu bar contains

It lists the contents

Third and




types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

lectures
2-Student groups
3-Reports and
studies

the File command and
its contents. The
clipboard includes
options for inserting,
editing, and designing
text, paragraphs, and
styles.

of a file menu. It
applies text,
paragraph, and style
formatting skills,
performs editing
operations (search
and replace), inserts
various objects, and
selects the
appropriate design
for slides.

fourth

11-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

The command includes
transitions, animations,
and slideshows, along
with all sub-commands
for those commands.

It distinguishes
between different
types of transitions
and controls the
effect and timing
options for each
transition.

Fifth and
sixth

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

The command is
reviewed, and the
command is displayed
along with the sub-
paragraphs of those
commands.

It uses spell-
checking,
translation, and
annotation tools. It
compares different
slide views (normal,
knight, notes page)
and uses zoom
tools.

Seventh
and eighth

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

The main applications
of Office (2010), Excel,
main interface

It names the
elements of the
Excel interface

(active cell, row and
column headers,
status bar).

The ninth
and tenth

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

Excel menu bar
command file contents

It defines the
commands for
managing
workbooks (save,
open, print, security
options).

Eleventh
and twelfth

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

Home. Clipboard. Font,
Paragraph, Styles,
Editing, Inserting,

Design

It applies cell
formatting, fonts,
borders, and
numeric styles
(currency, date,
percentage). It
creates structured
spreadsheets, inserts
shapes, and adjusts
page layout for
printing.

Thirteenth
and
fourteenth

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

The command is format
and data, formula bar

It distinguishes
between manual
formulas and
imported data, and
employs data
validation tools.

fifteenth
and
sixteenth

1-Exams of various
types

1- Method of giving
lectures

Mathematical functions

He writes
mathematical

Seventeent
h and




2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

2-Student groups
3-Reports and
studies

equations in the
formula bar and
uses built-in
functions (such as
SUM, IF).

eighteenth

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

Adding and expanding
columns and rows

It performs
operations such as
adding, deleting,
hiding, and
expanding the
dimensions of rows
and columns.

Nineteenth
and
twentieth

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

Common errors and
handling of
mathematical operations

It diagnoses the
causes of
mathematical errors
(such as #DIV/0")
and handles the
sequence of
calculations.

Twenty-
one and
twenty-two

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

Diagrams, shapes, and
mathematical operations

It converts digital
data into
illustrative charts
(bars, lines, pie
charts).

The
twenty-
third and
twenty-
fourth

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

Data sorting and data
updating

It sorts the data in
ascending and
descending order,
and updates the data
values associated
with the charts.

The
twenty-
fifth and
twenty-

sixth

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

Practical application:
Review the command
along with its sub-
paragraphs.

It applies
procedures to
protect the
worksheet and
workbook from
modification.

Twenty-
seventh
and
twenty-
eighth

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and studies

1- Method of giving
lectures
2-Student groups
3-Reports and
studies

The command is reviewed,
and the command is
displayed along with the
sub-paragraphs of those
commands.

It uses features like
freezing parts and
splitting the screen
to make browsing
big data easier.

Twenty-
ninth and
thirtieth

12.Course Evaluation

Distributing the score out of 100 according to the tasks assigned to the student such as daily preparation,
dailyoral, monthly, or written exams, reports .... etc

13. Learning and Teaching Resources

Required textbooks (curricular books, if any)

Computer basics and office applications, Part (1-4)

Written by A.M.D. Ziad Muhammad Abboud

Introduction to computers and the Internet
Dr. Abdullah Abdul Aziz Al-Mousa

Main references (sources)

Scientific books in computer specializations.

Recommended books and references (scientific journals, reports...)




Course Description Form

Course Name :

English language (2)

. Course Code:

nothing

. Semester / Year:

Second 11

. Description Preparation Date:

1/9/2025

. Available Attendance Forms:

Actual attendance

. Number of Credit Hours (Total) / Number of Units (Total):

60 hour/annually - 2 units

. Course administrator's name:

Name: Diwan Hussein Wadi Email:

8. Course Objectives

To make students able to speak English (listening, speaking, reading and writing).The activities within
New Headway Pre- Intermediate are designed to enable pre-intermediate students to extend

their knowledge of the language and to allow them to activate what they have learnt. There is also an
emphasis on increasing fluency, so that students feel able to actively participate in conversations and
discussions. We hope that students will enjoy using the course and that it will give them a real sense of

progression in their language learning.

9. Teaching and Learning Strategies

Using Headway will help students listen, speak, read, and write correctly using the English language. It
also helps students by watching attached video clips of films or plays so that they can discuss them after
watching. New Headway Pre-Intermediate, Fourth edition is a course for students who already have a
solid foundation in the language. They may have recently completed an elementary course or they may be
returning to language learning after a break and need to revise key language before being able to progress
further. New language is introduced systematically, allowing students to extend and consolidate their

knowledge of the language. Listening material is provided across three class CDs. New vocabulary is




introduced regularly and this is followed by controlled practice activities, allowing students to

immediately activate the language in a supported way. There are also freer practice activities where

students can focus on their fluency. In the Everyday English sections, useful chunks of language are

presented, which students can use in several different social contexts.

10. Course Structure

Required Learning Outcomes

Unit or subject

name

Learning
method

Evaluation method

First

+

second

The theme of this first unit is getting to
know people. It provides general revision
of key tenses and question forms, and
Granted the opportunity to assess new
students’ strengths and weaknesses. All
the verb forms covered are dealt with in

greater depth in later units of the course.

Getting to know you
* Questions
* Tense revision
» Right word, wrong
word ¢ Social

expressions

1-Method of
giving lectures
2- Student
groups
3- Reports and
studies

1-Exams of various
types

2- Feedback from
students

3-The method of
expression with faces
4- Reports and
studies

Third

+

Fourth

The theme of this unit is happiness and
things you like doing. This provides
ample opportunity for students to
personalize the key language. The main
grammar focus is on present tenses, and
have and have got in contrast. Skills
work includes integrated reading and
speaking, and listening and speaking
practice. The Everyday English section
introduces and practices ways of keeping
a conversation going. The Writing
syllabus continues with a focus on style
and synonyms in a task based on writing

a postcard

Whatever makes
you happy.
* Present tenses
* have/have got
* Things I like doing
* Making

conversation

1-Method of
giving
lectures
2- Student
groups
3- Reports and
studies

1-Exams of various
types
2- Feedback from
students
3-The method of
expression
with faces
4- Reports and
studies

The theme of this unit is telling stories.
The Past Simple is revised and the Past
Continuous introduced in the context of
the story of an adventurer, and there are a
number of news stories to contextualize
and practice the main language. The
Listening and speaking section focuses
on radio news, and the Reading and
speaking has a human interest story that

achieved worldwide coverage on the

What's in the news?
* Past Simple and
Continuous
* Adverbs

* Saying when

1-Method of
giving lectures
2- Student
groups

3- Reports and

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and

studies




Internet. The Vocabulary section focuses
on adverbs and their position in a
sentence, both adverbs of manner that
end in -ly, and other adverbs. The
Everyday English section deals with time
expressions - saying dates and using the
correct preposition. The Writing section
consolidates the tenses and use of

adverbs in a story-building task.

studies

Seventh

+

eighth

The theme of this unit is food, drink, and
eating out. In the opening section,
expressions of quantity are introduced in
the context of a couple with an unusual
diet. In a separate presentation about a
man who lived to a great age, there is
revision and extension of the use of
articles in English. The Reading and
speaking is about three unusual places to
eat. The Vocabulary and listening covers
parities (a loaf of. .. , a piece of ..., etc.)
and includes six conversations set in
different shops. The Everyday English
has a focus on requests and offers made
at a dinner party and in other contexts.
The Writing syllabus continues with

practice of linking words in an email-

writing task.

Eat, drink, and be
merry!
*Expressing quantity.
esomething/no one ...
« Articles
* A piece of ...
*Can you come for

dinner?

1-Method of
giving lectures
2- Student
groups
3- Reports and

studies

1-Exams of various
types

2- Feedback from
students

3-The method of

expression with faces
4- Reports and

studies

The themes of hopes, ambitions, and
plans provide the context for the
presentation and practice of verb patterns
and ways of talking about the future.
Going to, will, and the Present
Continuous for future are contrasted. The
skills practice includes a Listening and
speaking section on being 20-something,
and a Reading and speaking section on a
girl who has hope for the future.
Everyday English practices the language
of expressing doubt and certainty. The
Writing syllabus continues with a section

on writing to prepare a talk on 'my

Looking forward
*Verb patterns
* Future forms
* Phrasal verbs
*Expressing doubt

and certainty

1-Method of
giving lectures
2- Student
groups
3- Reports and

studies

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and

studies




dreams for the future'.

Eleventh

+

twelfth

. The theme of this unit is describing
people and places. This provides a useful
context to practice the grammar for this
unit - What ... like?, and comparatives
and superlatives. The text in the Reading
and speaking section describes the
multicultural diversity of London. In the
Listening and speaking section, three
people talk about who they most
resemble in their family. The Everyday
English syllabus continues with the
language for talking about what's on in a
cit) and the Writing section practices
relative pronouns in the context of

describing your hometown

The way | see it
*What ... like?
» Comparatives and
superlatives
* Synonyms and
antonyms

*What~ on?

1-Method of
giving lectures
2- Student
groups
3- Reports and

studies

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and

studies

Thirteen
+
Fourteent
h

The theme of living history provides an
ideal context for the presentation and
practice of the Present Perfect Because it
shows how the past links with the
present. The first grammar presentation
highlights the 'unfinished past' use of the
Present Perfect. The second highlights
the 'experience’ use of the Present
Perfect. The theme of living history is
carried through the skills practice with a
Reading section on living in a stately
home, and a Listening and speaking

section on researching your family

history. Vocabulary practice is on the use

of suffixes in word formation and the
Everyday English section is on the use of
question tags when asking for agreement.

The Writing syllabus continues with

writing a biography of a famous person.

Living history
*Present Perfect
« for and since
« ever and never
* Word formation

*Agree with me!

1-Method of
giving lectures
2- Student
groups
3- Reports and

studies

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and

studies

Fifteenth

+

Sixteenth

This unit looks at aspects of gender from
a range of perspectives and introduces
the functional language of obligation and
advice. The first presentation focuses on
have to/ don't have to and the second

presents should and must. Skills practice

Girls and boys
* have to/don't have
to
* should/must

* things to wear

1-Method of
giving lectures
2- Student
groups

3- Reports and

1-Exams of various
types
2- Feedback from
students
3-The method of




is provided in the form of a Listening
and speaking section on a female
heptathlete, and a Reading and speaking
section on two families with very
different profiles. Vocabulary practice is
on things to wear, and the Everyday
English section focuses on the functional
language used at the doctor's. Writing
practice is provided with a section on

formal letters and emails.

« at the doctor's

studies

expression with faces
4- Reports and

studies

Seventee
nth
+

Eighteen

This unit looks at the theme of
storytelling in different genres. Both
grammar sections use adaptations of a
fable by Aesop to contextualize the
target language of narrative tenses and
the Past Perfect, and conjunctions of
time, result. reason, and contrast. Skills
practice is in the form of a Listening and
speaking section on two classic writers,
and a Reading and speaking section with
a picture story of The Strange Case of Or
Jekyll and Mr Hyde. Vocabulary practice
is on adjectives that describe feelings and
the Everyday English focuses on
exclamations with so and such. The
Writing section carries through the theme
of stories with tasks to help students

write a review of a book or film.

Time for a story
*Past Perfect and
narrative tenses
* Joining sentences
Feelings

» Exclamations

1-Method of
giving lectures
2- Student
groups
3- Reports and

studies

1-Exams of various
types

2- Feedback from
students

3-The method of

expression with faces
4- Reports and

studies

nineteen

+

Twenty

The themes of this unit are
communication and technology. The
story of the development of the mobile
phone is used to contextualize and
practice passives. The Vocabulary
syllabus continues with a focus on

collocation. The Reading and speaking

section carries through the theme with an

article about five firsts on the Internet. In
the Listening and speaking section, a

man complains about aspects of modern
life. Everyday English practices useful

telephone language, and the Writing

Our interactive
world
*Passives
» Compound nouns
* Words that go
together
* On the phone

1-Method of
giving lectures
2- Student
groups
3- Reports and

studies

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and

studies




section focuses on planning and linking

ideas in a pros and cons essay.

The overall theme of this unit is life's ups
and downs. The story of an extraordinary
music teacher provides the context for
contrasting the Present Perfect Simple
and Present Perfect Continuous. Tense
practice is also provided in an
information gap on the singer Charlotte
Church. Listening and speaking gives
further consolidation of the main tenses
with a focus on two friends who haven't
met since school. Reading and speaking
has a focus on four generations of the
Getty family. The Vocabulary and
listening and Everyday English sections
are linked by practicing the vocabulary
of birth, marriage, and death, and the
language of giving good and bad news.
The Writing section focuses on filling in

forms

Life's what you
make it!
*Present Perfect
Continuous * Tense
Review
* Birth, marriage, and
death

Good news, bad news

1-Method of
giving lectures
2- Student
groups
3- Reports and

studies

1-Exams of various
types

2- Feedback from
students

3-The method of

expression with faces
4- Reports and

studies

The theme of this unit is thinking about
the future and what will or might happen.
This provides the context for the two
grammar presentations, starting with the
first conditional and might, and moving
on to the second conditional. In the
Listening and speaking section, two

people speculate about changes they face

in their lives. The Reading and speaking

section focuses on the wonders of the
Universe. The Vocabulary section
focuses on prepositions, and Everyday
English practices the language of saying
thank you and goodbye. The Writing
syllabus concludes with a focus on note-

taking.

Just wondering ...
oIf +
will/might/would
conditionals
* Prepositions
Thank you and
goodbye!

1-Method of
giving lectures
2- Student
groups
3- Reports and
studies

1-Exams of various
types

2- Feedback from
students

3-The method of

expression with faces
4- Reports and

studies

You are part of the editorial team of a
newspaper. Choose the four stories that
you think are the most important. In

groups of four, discuss which are the

What's Important to
me?
* Think about your

past, present, or

1-Method of
giving lectures
2- Student

groups

1-Exams of various
types
2- Feedback from

students




four top stories for tomorrow's future and write a

newspaper. Choose the top headline for note
the front page. Compare your front page for each
headlines with other editorial teams. « Spot the difference
Give reasons for your choices. *Today's top

headlines

3- Reports and

studies

3-The method of
expression with faces
4- Reports and

studies

This focus of this stage is common

collocations of noun + preposition. Pre-
Snakes and ladders

teach/check recipe, central heating,
*Phrasal verbs pair-

up
*What's it like?

damage I'dcemrd3/, butterflies, and cure.
Elicit the answer to number 1 as an
example. Give students time to complete

*How long have you
the sentences, then check the answers.

. ?
As an extension, you could get students
to use three or four of the collocations in

a series of sentences or a short

1-Method of
giving lectures
2- Student
groups
3- Reports and

studies

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and
studies

Passives quiz

Cognitive outcomes Elicit the opening *Present Perfect

line of each conversation (see Answers
below). Tell students that there are a
different number of lines in each
conversation. Give them time to do the
ordering task, either working in groups
or moving round the class in a mingle.

picture race
*Thank you and
goodbye

1-Method of
giving lectures
2- Student
groups
3- Reports and

studies

1-Exams of various
types
2- Feedback from
students
3-The method of
expression with faces
4- Reports and

studies

11. Course Evaluation

Daily preparation

Daily exams

Extracurricular activities

First semester exam / theoretical - 1
Second semester exam / theoretical - 2

Final exam / theoretical

12. Learning and Teaching Resources

New Headway Fourth edition
Pre-Intermediate Student's Book Liz and John Soars Amanda Maris

OXFORD UNIVERSITY PRESS
www.oup.com/elt

with Teacher's Resource Disc



http://www.oup.com/elt

Arabic Language Course Description

Course Information

Course Name/Code: Arabic Language

Available Attendance Formats: (Theoretical and Practical Lectures) / for the Arabic
Language course

Semester/Year: Annual / Second year

Total Study Hours - Total Units: 1 Unit

Course Coordinator: Asst. Ghanim Salman Obaid Inkr.ghnm@atu.edu.iq
Online Classroom:

Date of Course Description Preparation: 01/09/2025

Course Objectives

General Objective: To improve students' language skills in Arabic.

Specific Objective: To enable students to understand and properly use grammatical and
morphological rules.

Course Outcomes and Methods of Learning & Assessment

Cognitive Objectives

- Enhance the ability to analyze literary texts and literary criticism.

- Develop effective communication skills in both written and spoken forms.

Skill Objectives
- Develop effective communication in written and spoken forms.

- Writing essays, written expression, and organizing literary texts.

Teaching and Learning Methods
- Scientific lectures

- Student discussions

- Educational trips

- Field reports

- Lecture-specific reports


mailto:Inkr.ghnm@atu.edu.iq

Assessment Methods

- Daily quizzes

- Asking questions
- Assigning homework

Affective and Value Objectives

- Study various types of Arabic literature such as poetry, short stories, novels, and literary

criticism.

- Focus on rhetorical styles in Arabic like metaphor, simile, and pun.

Teaching and Learning Methods
Lectures, explanation, exercises, in-class and extracurricular activities, field applications,

scientific trips

Assessment Methods
Direct questions, daily and monthly exams, discussions, additional activities, and semester

€exams

Course Structure

Lear Learni
Week Sgﬁ Expected Learning Outcomes Unit Title M(reltgho Asl\s/[eestshrgcelnt
S d
It defines the language's status
and historical importance. It lists | Introduction to Arabic
1 1 the reasons for studying the Language, Why dowe | Brainst Oral
language. It distinguishes study Arabic? Whatare | orming | questioning
between the different names for its other names?
the language.
It identifies the fundamental What are the major
sciences upon which the Arabic Arabic language Brai Oral
2 1 language is based. It lists the sciences, and what ral.nst A
structural and phonetic distinguishes Arabic orming | questioning
characteristics unique to Arabic. from other languages?
Errors in Arabic
Dlstlngulshes. b'etween types of lan.guage (llngUI.Sth, Brainst Oral
3 1 errors. Identifies the common spelling, grammatical) - . L
locations of errors. explanation and orming | questioning
identification
The student identifies errors in
pres.ented sentences and Practical examples of Brainst Oral
4 1 explains the reason for each lan ror . L
error (grammatical, spelling, anguage errors orming | questioning
semantic).
Distinguish between the Difference between Brainst Oral
5 1 articulation points of the letters 'Dad’ and 'Za”" and why . L
= and &, Explain why Arabic is Arabic is called the orming | questioning




uniquely called the "language of

[l

language of 'Dad’

Classifies words into nouns,
verbs, and particles based on

Parts of speech

. T . e Brainst Oral
6 their structure. Distinguishes (identifying nouns, . tioni
between the applied signs of verbs, particles) orming | questioning
nouns and verbs.
Verbs are classified into past,
present, and imperative tenses
based on their time of Types of verbs (in terms Brainst Oral
7 occurrence. The student of form, tense, and . tioni
differentiates between sound structure) orming | questioning
and weak verbs based on their
word structure.
The student identifies the past
tense verb and its distinguishing
feature (accepting the feminine Past tense verbs and .
. : . : Brainst Oral
8 marker or the subject marker). their conjugation - . tioni
They list the cases of conjugation practical examples orming | questioning
of the past tense verb (fatha,
damma, sukun).
The student lists the particles
that govern the subjunctive and Present tense verbs
9 jussive moods of the present (nominative - Brainst Oral
tense verb. They analyze the accusative - jussive orming | questioning
present tense verbs fully based forms)
on the preceding words.
They apply the rules of inflection
to present tense verbs in verbal
sentences. They d.IStlnngh the Practical examples of | Brainst Oral
10 effect of the subjunctive and resent tense verbs . tioni
jussive particles on the p orming | questioning
conjugation of the present tense
verb.
It identifies the technical and -
A . Characteristics of
linguistic characteristics of L . s
e : . administrative writing, .
formal administrative discourse. . . Brainst Oral
11 : A its steps, writing a . .
It lists the essential elements and . . orming | questioning
. sample administrative
steps for constructing an letter
administrative message.
This section summarizes the
biography of the poet Badr
Shakir al-Sayyab and highlights Badr Shakir al-Sayyab -
12 key moments in his life. It lists life, poetry, works, Brainst Oral
al-Sayyab's most important analysis of the poem orming | questioning
poetry collections and the 'Rain Song'
artistic characteristics of his
poetry.
Distinguishes between nominal
and verbal sentences by their .
) o Nominal and verbal .
first word. Identifies the . Brainst Oral
13 . . sentences with . L
essential elements (subject and orming | questioning

predicate/verb and subject) in
each sentence.

examples




14

The student identifies the two
components of a nominal
sentence (subject and predicate)
in various texts. They list the
three types of predicates (single
word, clause, and phrase).

Subject and predicate
(types of predicate)

Brainst
orming

Oral
questioning

15

The student identifies the
subject in verbal sentences in its
various forms. They distinguish

between the types of subjects
(explicit, attached, and implicit).

Subject (types and
grammatical rules)

Brainst
orming

Oral
questioning

16

They identify the subject
complement in passive
sentences. They list the changes
that occur to the verb (past and
present tense) when it is made
passive.

Passive subject

Brainst
orming

Oral
questioning

17

They convert sentences from
active to passive, adjusting the
endings

Passive subject

Brainst
orming

Oral
questioning

18

They apply the rules of
nominative case to the subject
complement (with a damma, alif,
or waw).

Passive subject

Brainst
orming

Oral
questioning

19

The student identifies the five
verbs and their five forms in
texts. They distinguish between
the nominative case ending (the
presence of the nun) and the
accusative and jussive cases (the
omission of the nun).

The five verbs
(conjugation in
nominative, accusative,
and jussive)

Brainst
orming

Oral
questioning

20

They differentiate between the
inflected and the indeclinable
present tense verb. They
determine the type of nun
attached to the present tense
verb (feminine suffix or
emphatic nun) and its effect on
the verb's inflection.

Building of present
tense verbs

Brainst
orming

Oral
questioning

21

They identify the five nouns in
the presented sentences. They
apply the rules for inflecting the
five nouns with letters (singular
and genitive).

The five nouns (practical
examples)

Brainst
orming

Oral
questioning

22

They classify verbs as sound and
weak based on their root letters.
They distinguish between the
types of sound verbs (sound,
hamzated, and doubled).

Sound vs. defective
verbs

Brainst
orming

Oral
questioning

23

Distinguishes between indefinite
and definite nouns in different
linguistic contexts. Lists and
extracts the seven types of
definite nouns from texts.

Indefinite and definite
nouns and
differentiation

Brainst
orming

Oral
questioning




24

Identifies the two types of
distinction (explicit and implicit)
in sentences and Quranic verses.

Distinguishes between
distinctions derived from
(subject, agent, object).

'Tamyeez’
(specification) - its
types

Brainst
orming

Oral
questioning

25

Distinguishes between adjectives
and adverbials based on the
relationship of definiteness and
indefiniteness. Identifies the link
between adjectives and their
nouns (agreement) and between
adverbials and their subjects.

'Hal' vs. 'Na‘t' -
difference between
them

Brainst
orming

Oral
questioning

26

Distinguishes between primary
diacritics (vowel markings) and
secondary diacritics (letters or
substitute vowels). Classifies
inflected words with secondary
diacritics according to their type
(dual, plural, etc.).

Original and derived
grammatical case
markers

Brainst
orming

Oral
questioning

27

The student lists the basic
punctuation marks and their
function in written text. They

distinguish the correct
placement of commas,
semicolons, and colons.

Punctuation marks
(practical texts)

Brainst
orming

Oral
questioning

28

They classify words into
masculine and feminine plurals
based on their endings. They
apply correct grammatical rules,
especially the accusative case in
the feminine plural (marked by
the kasra).

Sound feminine plural
and sound masculine
plural

Brainst
orming

Oral
questioning

29

They differentiate between
broken plurals and regular
plurals (masculine and
feminine). They identify the
changes that occur to a singular
noun when it is converted to a
broken plural (addition,
omission, or change in vowel
markings).

Broken plural

Brainst
orming

Oral
questioning

30

They identify the dual form in
texts based on its numerical
value and the addition of alif and
nun or ya and nun. They
distinguish between the
nominative case ending (alif)
and the accusative and genitive
case endings (ya) in the dual.

Dual form and its
grammatical case
markers (nominative -
accusative - genitive)

Brainst
orming

Oral
questioning




Infrastructure

1. Required Textbooks

- *Alfiyyat Ibn Malik*, by Muhammad ibn Ahmad al-Hawari al-Maliki, explanation by
Muhammad ibn Salih al-Uthaymeen, published by Sheikh Muhammad bin Salih Foundation,
Al-Rushd Library

- *Al-Usul* by Ibn al-Sarraj, edited by Abdul-Hussein al-Fatli, published by Al-Risala
Foundation, Beirut

- *Asrar al-‘Arabiyya* by Al-Anbari, edited by Yusuf Hubud, published by the Arab Scientific
Assembly / Damascus

Course Development Plan
- Providing a suitable classroom environment that allows the instructor to diversify
teaching strategies.

- Providing IT technology in the university library.

- Hosting experts from outside the institute or from the work environment to benefit from
their experience in developing the course according to the actual needs of the job market.



Course Description Form of Correspondence English

. Course Name :

Correspondence English

. Course Code:

CE

. Semester / Year:

Second

. Description Preparation Date:

1/9/2025

. Available Attendance Forms:

Actual attendance
. Number of Credit Hours (Total) / Number of Units (Total)

180 hour/annually - 300 units

. Course administrator's name (mention all, if more than one name)

Name: Nadia Nasser Email: nadia.almusawi@atu.edu.ig

Name: Abbas Hashem Noor Email: Abbass.noor.ikr@atu.edu.iq

Name: Mustafa Emad Jaber Email: Mustafa.jaber.ikr2@atu.edu.iq

8. Course Objectives

Course Objectives General goal: To familiarize the student with the English
vocabulary related to business correspondence, the field of the
department’s study plan, and to enable him to understand it.
Specific goal: To enable the student to read and edit
correspondence in the English language and topics related to his
specialty, and to provide the opportunity to communicate with
foreign English books, magazines, and research in his field of

specialty.

9. Teaching and Learning Strategies

Strategy A set of activities or mechanisms that aim to achieve the previously specified teaching



mailto:nadia.almusawi@atu.edu.iq
mailto:Abbass.noor.ikr@atu.edu.iq
mailto:Mustafa.jaber.ikr2@atu.edu.iq

objectives, including:

1- Providing students with knowledge concepts related to the office management

specialization

2- Providing students with administrative skills specific to the labor market

3- Providing students with the basic terminology in the English language specializing

in management, with which graduates of this department can continue their studies in

universities and postgraduate studies.

10. Course

Structure

Week

Hou

rs

Required Learning

Outcomes

Unit or subject name

Learning
method

Evaluation
method

The student learns about
correspondence, its concept, and

its types and concepts.

Definition of correspondence its types,
the Importance of business letters, Kind
of letters, characteristics of commercial

messages.

Lecture

Ask

guestions

Understanding the importance
of correspondence and how to
communicate commercially
through it; recognizing the
benefits of using it as a means
of communication between
parties involved in a business

relationship.

Kind of letters, characteristics of

commercial messages

Lecture

Case
studies and
teaching

tests

Understanding what an inquiry
message is and why it's used,
and knowing the sentences and

vocabulary needed to include it.

The Enquiry letter: Definition ,

opening.

Case Study

Case
studies and
teaching
tests

To equip the student with the

skill of writing an inquiry letter

The Enquiry letter: Ending sentences

in writing Enquiry letters

Mini
discussion

groups

Listen and
ask

guestions

The student practices the
writing process and corrects the
mistakes he makes while
practicing writing an inquiry

letter.

The way of writing Enquiry letter

with practical exercises .

Lecture

Ask

guestions

Understanding pricing
terminology; knowing how to

use pricing terminology in

Pricing and terms used in pricing .

Case Study

Case
studies and

teaching




business transactions and

correspondence.

tests

Presenting sample inquiry
letters and discussing the

student's contents

An Answer letter to the inquiry
(offer).

Mini
discussion

groups

Listen and
ask

questions

To equip the student with the
skill of discovering and

correcting errors independently

how to edit the message presentation

with practical exercises

Lecture

Ask

questions

Nineth

Understanding the nature and
content of a rejection letter,
equipping the student with the

skill of writing a rejection letter.

Write a message rejected the offer and the
method of editing or writing a message

rejected the offer with practical exercises

Case Study

Case studies
and teaching

tests

Understanding the request letter,
its contents, and types of

requests

Order letter : Introduction its types,

Mini
discussion

groups

Listen and
ask

questions

Eleven
th

Developing writing skills in
drafting application letters and

application rejection letters.

The vocabulary used in implementing the

order and the Rejection of the order.

Lecture

Case studies
and teaching
tests

The skill of using multiple
techniques to edit a business

letter

Different designs for commercial

messages .

Case Study

Case studies
and teaching

tests

Thirte
enth

Understanding what an invoice
is, its contents, and how to write
it

Invoice : Definition , Importance , its

contents , kinds , way of writing the invoice

Mini
discussion

groups

Listen and
ask

questions

The student can review the
contents of the complaint letter
if there is an error in the

application.

Letter of complaint :Definition

Lecture

Case studies
and teaching
tests

Fifteen
th

To equip the student with the
skill of writing a complaint

letter professionally

Letter of complaint : written reasons

, edit mode , and practical Exercises

Case Study

Case studies
and teaching

tests

Sixtee
nth

Learn how to respond to a
complaint using a clear and

direct approach.

Replay to complaint : Definition edit mode ,

practical Exercises .

Mini
discussion

groups

Listen and
ask

questions

Sevent

eenth

Learn how to include the
necessary information for

product packaging and labeling.

Canning and packing

Lecture

Ask

questions

Eighte
enth

Memorize the meanings of the
terms used in shipping,
packaging, and packing

information.

shipping : Definition , Importance ,

Vocabulary used in this field .

Case Study

Case studies
and teaching

tests




Ninete
enth

How to use communication
services and learn methods for
achieving effective

communication

Services of telecommunication and cables :
Definition , Importance , written reasons ,

edit mode .

Mini
discussion

groups

Listen and
ask

questions

Knowing how to draft a fax and

how to use the equipment

Fax system : Definition , Importance ,

method of writing and sending it .

Lecture

Case studies
and teaching

tests

Twenty
- First

Identifying the necessary
applications and programs for
writing and editing business

letters

Computer system : Definition History ,
Importance , and using computer as modern

means of communication .

Case Study

Case studies
and teaching

tests

Twenty

Second

What is the best use of internet
search engines for writing and

sending business messages?

Internet : Definition , Importance

Mini
discussion

groups

Listen and
ask

questions

Twenty
- Third

Achieving fast and efficient

internet connectivity

, using Internet as a modern means

of communication .

Lecture

Case studies
and teaching
tests

Twenty
- Forth

Identifying the types of
correspondence that should be

edited by the secretariat

Types of correspondence written by

Secretary congratulatory

Case Study

Case studies
and teaching

tests

To equip the student with
communication skills for
booking and confirming

appointments

, Appointments , bookings in hotels ,

Mini
discussion

groups

Listen and
ask

questions

Twenty
- Sixth

Understanding the content of
congratulatory messages and
how to formulate them

professionally

messages with practical exercises for

writing such letters .

Lecture

Ask

questions

Twenty

Seventh

Enabling the student to make a
reservation and confirm official

appointments

messages with practical exercises for

writing such letters

Case Study

Listen and
ask

questions

Twenty

Eighth

Understanding the terms of
trade

Lists card for the commercial terms

Mini
discussion

groups

Case studies
and teaching

tests

Twenty

Nineth

Memorize the associated
abbreviations and terms used in

business correspondence.

abbre viations related to commercial

messages

Mini
discussion

groups

Ask

guestions

Thirty

Review all the vocabulary

previously studied

all other topics mentioned above

Case Study

Case studies
and teaching

tests




11. Course Evaluation

Daily preparation

Daily exams

Extracurricular activities

First semester exam / theoretical - 1

First semester exam / practical — 1

Second semester exam / theoretical - 2

Second semester exam / practical — 2

Final exam / theoretical

Final exam / practical 10

12. Learning and Teaching Resources

Required textbooks (curricular books, if any)

English correspondence, Prepared by N adia Nasser

Main references (sources) Recommended books and referer

(scientific journals, reports...)

1- Gupta, S. C. (2018). A Handbook for letter writing.
Arihant Publications India limited
2- Yingying, J. (2020). Research on Language
Characteristics of Business Letter Writing.

Studies in Literature and Language, 20(3), 128.
3- Lindsell-Roberts, S. (2004). Strategic business letters
and e-mail. Houghton Mifflin Harcourt.
4- Talbot, F. (2009). How to Write Effective Business
English:
The Essential Toolkit for Composing Powerful Letters,
Emails and More,for Today's Business Needs. Kogan Pz
Publishers.

Electronic References, Websites

https://www.grammarly.com/write-a-letter

https://www.interviewkickstart.com/career-

advice/business-letter-format-and-samples



https://www.grammarly.com/write-a-letter

Course Description Form

1. Course Name:

Protocol management

2. Course Code:

Protocol management

3. Semester / Year:

Annual / second stage

4. Description Preparation Date:

19/9/2025

5. Available Attendance Forms:

weekly

6. Number of Credit Hours (Total) / Number of Units (Total)

(120) hours (8) units

7. Course administrator's name (mention all, if more than one name)

Name: asst. teacher: Alea Khaleal Ismael Email: Alea.asmael@atu.edu.iq
Name: asst. teacher: Suad Abdul Kadhim Email: suad.alsaadi2020@atu.edu.iq
Name: Fatima Masoul

8. Course Objectives

Course Objectives Providing the student with a cognitive skill about the concept, specifications, and importanc
of managing ceremonies, paying attention to etiquette, and preserving social customs and
traditions.

And how to use the protocol management course to achieve excellence in implementing th
laws and regulations in protocol management that contribute to maintaining the system of
reception and farewell ceremonies for delegations.

Paying attention to the humanitarian and cultural aspects by using all scientific means in
theory and application......

9. Teaching and Learning Strategies

Strategy * Lecture strategy

* Student group strategy

» Strategy reports and studies

* Daily exams

« Strategy for using computer-based illustrations and PowerPoint
*Brainstorming

* Cultural competitions

10. Course Structure

Week | Hour | Required Unit or subject Learning method | Evaluation method
S Learning name
Outcomes
First 4 Discusses What isthe | What is the Method of giving 1-Exams of various types
administration of decrees| administration of lectures 2- Feedback from
importance, the decrees: importance, the | Brainstorming students
relationship of the relationship of the Cultural competitions



mailto:Alea.asmael@atu.edu.iq
mailto:suad.alsaadi2020@atu.edu.iq

administration of decrees
to the science of
administration

administration of decrees
to the science of
administration

Student groups
Reports and studies 5-
Reports and studies

3-The method of
expression with faces
4- Reports and studies

second Discusses The The management of Method of giving 1 - Exams of various
management of rituals | rituals between science | |ectures types
between science and art, | and art, the connection | Brainstorming 2- Feedback from
the connection between | between the management| cy|tyral competitions | students
g;% ngtahnearg:g?;nctegftrr']teua“ ;’;2&‘:'55 3:‘3 other Student groups 3-The method of
development of ri tuals.. | devel opment of rituals.. Reports and studies expression with facgs
4- Reports and studies
Third Knows Ceremonies in | Ceremonies in Arab Method of giving 1 - Exams of various
Arab civilization, civilization, lectures types
ceremonies in the ceremonies in the Brainstorming 2- Feedback from
contemporary world | contemporary world | Cultural competitions | g4, gents
Student groups 3-The method of
Reports and studies expression with faces
4- Reports and studies
Fourth Knows Protocol, Protocol, etiquette, Method of giving 1 - Exams of various
etiquette, legislation | legislation lectures types
Brainstorming 2- Feedback from
Cultural competitions students
Student groups 3-The method of
Reports and studies expression with faces
4- Reports and studies
fifth Knows Administrative | Administrative Method of giving 1 - Exams of various
organization of the organization of the lectures types
Protocol Department, Protocol Department, Brainstorming 2- Feedback from
location in the location in the Cultural competitions students
organizational structure, prganizational_ strycture, Student groups _ 3-The method of
internal organization of | internal organization of | Reports and studies expression with faces
the Protocol Department.| the Protocol Department. :
4- Reports and studies
Sixth Explains Specialization{ Specializations, staff 1 Method of giving 1 - Exams of various
staff specifications, specifications, training of| lectures types
training of staff in staff in protocol Brainstorming 2- Feedback from
protocol management. management. Cultural competitions students
Student groups 3-The method of
Reports and studies expression with faces
4- Reports and studies
seventh Knows Human behavior| Human behavior and Method of giving 1 - Exams of various
The and professional ethics, | professional ethics, the | lectures types
second, the concept of importancq concept of importance. Brainstorming 2- Feedback from
third and Cultural competitions students
fourteent Student groups 3-The method of
Reports and studies . -
expression with faces
4- Reports and studies
Eighth Knows Human behavior| Human behavior, Method of giving 1 - Exams of various
motivations, perception. | motivations, perception. | lectures types
Brainstorming 2- Feedback from
Cultural competitions students
Student groups 3-The method of
Reports and studies . -
expression with faces
4- Reports and studies
ninth Knows Code of conduct] Code of conduct, Method of giving 1 - Exams of various

professional ethics.

professional ethics.

lectures
Brainstorming

types




Cultural competitions
Student groups
Reports and studies

2- Feedback from
students

3-The method of
expression with faces
4- Reports and studies

Tean Demonstrates Types of| Types of ceremonies, Method of giving 1 - Exams of various
ceremonies, entry and exi entry and exit lectures types
ceremonies - elevator ceremonies - elevator Brainstorming 2- Feedback from
ceremonies. ceremonies. Cultural competitions students
Student groups 3-The method of
Reports and studies . .
expression with faces
4- Reports and studies
eleve Explains Human Human behavior and Method of giving 1 - Exams of various
n behavior and professional professional ethics, the | lectures types
ethics, the concept of concept of importance. Brainstorming 2- Feedback from
importance. Cultural competitions students
Student groups 3-The method of
Reports and studies . .
expression with faces
4- Reports and studies
twelv Knows Human behavioj Human behavior, Method of giving 1 - Exams of various
- motivations, perception. | motivations, perception. Iectpres ) types
hi Brainstorming 2- Feedback from
thirteer Cultural competitions | ot/ dents
Student groups 3-The method of
Reports and studies . -
expression with faces
4- Reports and studies
Fourte Specifies. Code of conduct, Method of giving 1-Exams of various types
en Code of conduct, professional ethics. lectures 2- Feedback from
professional ethics. Brainstorming students
Cultural competitions 3-The method of
Student groups expression with faces
Reports and studies 4- Reports and studies
fiftee Specifies. Types of ceremonies, 1 - Exams of various
. Types of ceremonies, entry and exit Method of giving types
entry and exit ceremonieg ceremonies - elevator lectures 2- Feedback from
- elevator ceremonies. ceremonies. Brainstorming students
Cultural competitions 3-The method of
Student groups . ith f
Reports and studies EXpression With Taces
4- Reports and studies
Sixtee Knows Human behavior| Human behavior, Method of giving 1 - Exams of various
n motivations, perception. | motivations, perception. Iectpres _ types
Brainstorming 2- Feedback from
Cultural competitions students
Student groups 3-The method of
Reports and studies . -
expression with faces
4- Reports and studies
Sevent Explains Responding t¢ Responding to Method of giving 1 - Exams of various
een invitations, the role of the invitations, the role of lectures types

secretary in organizing
seats in invitations,
organizing appointments

the secretary in
organizing seats in
invitations, organizing
appointments

Brainstorming
Cultural competitions
Student groups
Reports and studies

2- Feedback from
students

3-The method of
expression with faces
4- Reports and studies




Eighte Knows The timing of | The timing of attendance | Method of giving 1 - Exams of various
en attendance and departure| and departure of lectures types
of invitations, the invitations, the ceremony| Brainstorming 2- Feedback from
ceremony honoring a honoring a specific Cultural competitions students
specific person, how the | person, how the Student groups 3-The method of
secretary organizes the | Secretary organizes the | Reports and studies expression with faces
lists of invitees’ names, | lists of invitees’ names, 4 % d studi
the secretary’s reception | the secretary’s reception - Reports and studies
of the invitees. of the invitees.
Ninete Knows Introduction and | Introduction and Method of giving 1 - Exams of various
en acquaintance, principles | acquaintance, principles | lectures types
of social introduction, of social introduction, Brainstorming 2- Feedback from
greeting and handshake, | greeting and handshake, | Cultural competitions students
introduction and introduction and Student groups 3-The method of
acquaintance. acquaintance. Reports and studies expression with faces
4- Reports and studies
twenty Explains Names and | Names and titles, persona Method of giving 1 - Exams of various
titles, personal communications, concept| lectures types
communications, concept and importance, personal | Brainstorming 2- Feedback from
and importance, personal| communications guidelin{ Cultural competitions students
communications Student groups 3-The method of
guidelines Reports and studies expression with faces
4- Reports and studies
Twenty- Knows Learn Learn communication, hg Method of giving 1 - Exams of various
one communication, how to | to speak, the art of lectures types
speak, the art of conversation, and the rulg Brainstorming 2- Feedback from
conversation, and the successful speaking in Cultural competitions students
rules of successful meetings Student groups 3-The method of
speaking in meetings Reports and studies expression with faces
4- Reports and studies
Twenty- Demonstrates. Meetings and conference§ Method of giving 1 - Exams of various
two Meetings and conferenceg the concept and importan( lectures types
the concept and ceremonies organizing th¢ Brainstorming 2- Feedback from
importance, ceremonies | rules of conference meetiy Cultural competitions students
organizing the rules of | the principles of holding | Student groups 3-The method of
conference meetings, the| conferences. Reports and studies expression with faces
principles of holding 4- Reports and studies
conferences. P
Twenty- Explains Forms of Forms of holding Method of giving 1 - Exams of various
three holding conferences, conferences, arranging lectures types
arranging invitees at invitees at tables, and Brainstorming 2- Feedback from
tables, and protocol protocol management wo| Cultural competitions students
management work when | when holding conferenceg Student groups 3-The method of
holding conferences Reports and studies expression with faces
4- Reports and studies
Twenty- Demonstrates. Guidance on writing mee{ Method of giving 1 - Exams of various
four S Gui_dance_ on writing minutes, some Iingu_istic Iectyres _ types
meeting minutes, some | errors, writing meeting | Brainstorming 2- Feedback from
linguistic errors, writing | minutes Cultural competitions students
meeting minutes Student groups 3-The method of
Reports and studies expression with faces
4- Reports and studies
twenty f Discusses Human behavior, Method of giving 1 - Exams of various
tw Human behavior, motivations, perception. | lectures types

motivations, perception.

Brainstorming
Cultural competitions
Student groups

2- Feedback from
students




Reports and studies

3-The method of
expression with faces
4- Reports and studies

twenty s

Explains Diplomacy,
concept and importance,
diplomatic missions,
diplomacy

Diplomacy, concept and
importance, diplomatic
missions, diplomacy

Method of giving
lectures
Brainstorming
Cultural competitions
Student groups
Reports and studies

1 - Exams of various
types

2- Feedback from
students

3-The method of
expression with faces
4- Reports and studies

twenty Knows Women in Women in diplomacy, Method of giving 1-Exams of various types
seven diplomacy, official visits) official visits, diplomatic| lectures 2- Feedback from
diplomatic language language Brainstorming students
Cultural competitions 3-The method of
Student groups expression with faces
Reports and studies 4- Reports and studies
Eight an Knows Diplomatic Diplomatic corresponden( Method of giving 1 - Exams of various
ten correspondence, official | official titles at the presen lectures types
titles at the present time | time Brainstorming 2- Feedback from
Cultural competitions students
Student groups 3-The method of
Reports and studies ex . -
pression with faces
4- Reports and studies
Twenty- Discusses Accompaniment and Method of giving 1 - Exams of various
nine Accompaniment and connotation, characteristi( lectures types
connotation, of companions, Brainstorming 2- Feedback from
characteristics of accompanying and Cultural competitions students
companions, connotation ceremonies | Student groups _ 3-The method of
conotaion caremonies repere eSS expression with faces
4- Reports and studies
Thirty Explains Telephone use Telephone use ceremony| Method of giving 1 - Exams of various

ceremony, ceremony
record and how to use it,
ceremon

ceremony record and how
use it, ceremony

lectures
Brainstorming
Cultural competitions
Student groups
Reports and studies

types
2- Feedback from

students

3-The method of
expression with faces
4- Reports and studies

11.Course Evaluation

Distributing the score out of 100 according to the tasks assigned to the student such as daily preparation, daily
oral, monthly, or written exams, reports .... etc

12.Learning and Teaching Resources

Required textbooks (curricular books, if any)

Protocol Management book by Kamel Sarmak Hassan..

Main references (sources)

1- Diplomatic and official ceremonies /
Kamel Sarmak Hassan

2- Department of Tourism Protocol and
Etiquette / Dr. Ahmed Najm

Recommended books and references (scientific journals, reports...)

Scientific administrative journals in protocol management
and the art of etiquette.

Electronic References, Websites

Scientific administrative journals in protocol management
and the art of etiquette.




Course Description Form

1. Course Name:

Human resources management

2. Course Code:

Human resources management

3. Semester / Year:

Annual / second stage

4. Description Preparation Date:

19/9/2025

5. Available Attendance Forms:

weekly

6. Number of Credit Hours (Total) / Number of Units (Total)

(120) hours (8) units

7. Course administrator's name (mention all, if more than one name)

Name: Asst Prof: Mohammed jabbar hadi Email: mohammed.hadi@atu.edu.iq
Name: Abbas Ahmed MuhammadSalen  Email: Abbas.saleh.ikr@atu.edu.iq

8. Course Objectives

Course Objectives

Providing the student with a cognitive skill about the concept, specifications and importance of
human resources management from an economic and social perspective and how to use the huma
resource to reach optimal economic operation and gain competitive advantage on the part of
maintaining the resource.On the other hand, we take care of humanity and take care of its human
aspects, using all scientific means, both theoretically and practically.

9. Teachin

and Learning Strategies

Strategy

Lecture strategy

* Student group strategy

* Strategy reports and studies

* Strategy for using illustrations and digital display devices for topics that require it.
*Brainstorming

» Scientific matches.



mailto:mohammed.hadi@atu.edu.iq
mailto:Abbas.saleh.ikr@atu.edu.iq

10. Course Structure

Week

Hours

Required
Learning
Outcomes

Unit or subject
name

Learning method

Evaluation method

First and
second

Human resources
defined — its stage
development are
explained, and its
goals and function
are listed.

The concept and
importance of human
resources management
the stages of its
development - the goals
human resources
management and its ma
and subsidiary function

1- Method of giving
lectures

2- Brainstorming

-3 Scientific
competitions

4- Student groups

5- Reports and studies

1-Exams of various types

2- Feedback from students
3-The method of expression with
faces

4- Reports and studies

It lists the obstacle
and challenges anc
understands the m
important solution
needed to address
these challenges.

Obstacles and challen
facing human resourg
management and
strategies needed to
reduce these obstacle

1- Method of giving
lectures

2- Brainstorming

-3 Scientific competitic
4- Student groups

5- Reports and studi€S

1 - Exams of various types
2- Feedback from students
3-The method of expression wit
faces

4- Reports and studies

Fourth an|
fifth

It defines
centralization and
decentralization -
identifies the posil
of this department
within the
organizational
structure of the
organization.

Centralization and
decentralization in
human resources
management - the
location of this
department in the
organizational structy
of the organization

1- Method of giving
lectures

2- Brainstorming

-3 Scientific competitic
4- Student groups

5- Reports and studi€S

1 - Exams of various types
2- Feedback from students
3-The method of expression wit
faces

4- Reports and studies

Sixth and
seventh

Human resource

planning is definei
its importance ang
stages are identifie

Planning human resour
needs, concept and
importance, who carries
out the planning proces
planning stages

1- Method of giving
lectures

2- Brainstorming

-3 Scientific competitig
4- Student groups

5- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression wit
faces

4- Reports and studies

Eighth an|
ninth

Definition of job
analysis and
description

Job analysis and
description: The conce
and steps of job analysi
objectives of job analyg

1- Method of giving
lectures

2- Brainstorming

-3 Scientific competitic
4- Student groups

5- Reports and studi€S

1 - Exams of various types
2- Feedback from students
3-The method of expression wit
faces

4- Reports and studies

Ten and
Eleven

It identifies the
importance and
sources of human
resource recruitme

Attracting, selecting an
appointing human
resources

1- Method of giving
lectures

2- Brainstorming
3-Scientific competitiol
4- Student groups

5- Reports and studies

1 - Exams of various types
2- Feedback from students
3-The method of expression wit
faces

4- Reports and studies

The secon(
third and
fourteenth

Definition of the
wage and salary
system

Designing the wages an
salaries system

1- Method of giving
lectures

2- Brainstorming
3-Scientific competitiol
4- Student groups

5- Reports and studi€s

1 - Exams of various types
2- Feedback from students
3-The method of expression wit
faces

4- Reports and studies

The fifth,
sixth and
seventeent|

He defines
performance

Human resources
performance evaluati

1- Method of giving
lectures
2- Brainstorming

1 - Exams of various types
2- Feedback from students




evaluation and list
its objectives.

3-Scientific competitiol
4- Student groups
5- Reports and studies

3-The method of expression wit
faces
4- Reports and studies

The eighth
nineteenth
twenty-eig

Training is define
Its importance is
determined.

Human resources
training

1- Method of giving
lectures

2- Brainstorming
3-Scientific competitiol
4- Student groups

5- Reports and studies

1 - Exams of various types

2- Feedback from students
3-The method of expression wit
faces

4- Reports and studies

The first,
second, thi
and twenty
fourth

Human Resources
Incentive Systems

Systems of incentives
benefits and services
provided to employeg

1- Method of giving
lectures

2- Brainstorming
3-Scientific competitiol
4- Student groups

5- Reports and studies

1 - Exams of various types

2- Feedback from students
3-The method of expression wit
faces

4- Reports and studies

The fifth,
sixth, seve
and twenty
eighth

The concept of

human resource
maintenance is

known

. Maintaining human

resources/programs f
terminating employec
service and referring

them to retirement

1- Method of giving
lectures

2- Brainstorming
3-Scientific competitiol
4- Student groups

5- Reports and studies

1 - Exams of various types

2- Feedback from students
3-The method of expression wit
faces

4- Reports and studies

Twenty-
nine and
thirty-nir

It defines intellect
and social capital
determines its
importance.

Intellectual capital an
social capital

1- Method of giving
lectures

2- Brainstorming
3-Scientific competitiol
4- Student groups

5- Reports and studies

1 - Exams of various types

2- Feedback from students
3-The method of expression wit
faces

4- Reports and studies

11.Course Evaluation

Distributing the score out of 100 according to the tasks assigned to the student such as daily preparation, daily
oral, monthly, or written exams, reports .... etc

12.Learning and Teaching Resources

Required textbooks (curricular books, if any)

Human Resources Management (Muayad Saeed Al-Salem, Al
Harhoush, Abbas Hussein Al-Humairi)

Main references (sources)

Human resources management as a strategic approach (Moa
Saeed Al-Salem)

Recommended books and references (scientific
journals, reports...)

Human Resources Management (Dr. Jassim Al-Dhahabi),
(Human Resources Strategies and Operations).

Electronic References, Websites

Scientific journals in administrative specializations and hu
resources management




Course Description Form

1. Course Name :

Service Legislation

2. Course Code:

3. Semester / Year: Year

Second

4. Description Preparation Date:

1/9/2025

5. Available Attendance Forms: Actual attendance

. Number of Credit Hours (Total) / Number of Units (Total)

90hour/annually - 186 units

. Course administrator's name (mention all, if more than one name)

Name: Suad Abdul Kadhim Abdul Hamid Email: suad.alsaadi2020@atu.edu.iq
Name: Farid Abadi Bani

8. Course Objectives

Course General objective: To familiarize the student with the vocabulary of service legislation in the field of
Objectives | the department's study plan and enable him to understand it. Specific objective: To identify the
concepts of public service and the most important laws and legislations that govern it and the topics
related to his specialization and to provide the opportunity to enable the student to get acquainted with
what is presented in English books, magazines and foreign research in his field of specialization.

9. Teaching and Learning Strategies

Strategy | A set of activities or mechanisms that aim to achieve the previously specified teaching objectives,
including:

1- Providing students with cognitive concepts related to the specialization of office management

2- Providing students with administrative skills specific to the labor market

3- Providing students with basic terms in service legislation through which graduates of this department

can continue their studies in universities and postgraduate studies.



mailto:suad.alsaadi2020@atu.edu.iq

10. Course Structure

Hours

Week

Required Learning

Outcomes

Unit or subject name

Learni

ng
method

Evaluation
method

Gain a comprehensive
understanding of the
historical evolution of
service laws.

Historical overview of civil service

legislation

Lecture

Ask

guestions

Second

Define the legal
framework and the
fundamental concepts of
public positions.

Legal system of public office,

concept of public office

Lecture

Case studies

teaching tests

Identify the strategic
importance and key
factors for a successful
functional system.

The importance of studying the
legal system of the civil service,
factors for the success of the civil

service system

Case Stud

Case studies

teaching tests

Accurately define the
legal status and
characteristics of a public
employee.

The concept of a public employee,

the definition of a public employee

Mini
discussior]

groups

Listen and

questions

Distinguish public
employees from other
workers based on legal
criteria.

Distinctive elements of a public

employee

Lecture

Ask guestions

Analyze the legal
relationship between the
employee and the state
using various theories.

The nature of the relationship
between the public employee and

the state, contractual theories

Case Stud

Case studies

teaching tests

Seventh

Master the principles of
the organizational theory
governing public service.

Organizational theory

Mini
discussior]

groups

Listen and

questions

Eighth

Understand the general
rules and procedures for
occupying public offices.

Taking up public office, general
rules for taking up office

Lecture

Ask guestions

Nineth

Apply the legal
conditions and eligibility
criteria for public
employment.

Terms of employment

ase Study

Case studies

teaching tests

Differentiate between
various selection methods
used in administrative
systems.

Methods of selecting employees

Mini
discussior

groups

Listen and

questions

‘leventh

Comprehend the
administrative and legal
steps of the official
appointment.

appointment

Lecture

Case studies

teaching tests

T'welfth

Analyze the objective

Objective conditions for the validity

tase Study

Case studies




conditions that validate
the legal effects of
appointment.

of the appointment, the legal nature
of the validity of the appointment
and its effects

teaching tests

nirteenth

Understand the
obligations during the
commencement of duty
and the trial period.

Direct and trial period

Mini
discussion

groups

Listen and

questions

yurteenth

Identify the positive
duties and professional
responsibilities of the
employee.

Employee Duties Duties, Duties
related to the employee's obligation

to work

Lecture

Case studies

teaching tests

fifteenth

Recognize the negative
duties and behaviors that
employees must avoid.

Obligatory duties for the employee
to refrain from certain actions and
behaviors

tase Study

Case studies

teaching tests

ixteenth

Identify financial rights,
salary structures, and
career advancement
steps.

Employee rights, salary, allowances,

bonus and promotion

Mini
discussion

groups

Listen and
questions

wventeenth

Learn the provisions for
promotions and various
legal leaves (e.g.,
accompanying leave.(

Job promotion,

vacations/accompanied leave

Lecture

Ask guestions

ighteenth

Understand retirement
rights and the
material/moral guarantees
for employees.

Pension, material and moral
benefits and privileges, employee
guarantees

ase Study

Case studies

teaching tests

lineteenth

It distinguishes between
disciplinary offenses and
criminal offenses, and the
foundations of
disciplinary
accountability..

Disciplinary system in the public
service, disciplinary and criminal

offence

Mini
discussion

groups

Listen and

questions

Enumerate the specific
legal penalties applicable
to employee misconduct.

Disciplinary sanctions.

Lecture

Case studies
teaching tests

Understand the authority
levels and the formal
procedures for imposing
penalties.

Disciplinary authorities, procedures

for imposing disciplinary sanctions

tase Study

Case studies

teaching tests

Comprehend the legal
concept, cases, and
consequences of hand-
withdrawal.

hand pull

Mini
discussion

groups

Listen and

questions

Learn about grievance
methods and the history
of the General
Disciplinary Council.

Appealing the decision to impose a

penalty, the historical development

of the General Disciplinary Council

Lecture

Case studies

teaching tests

Define the scope of the
Council’s authority in

Powers of the General Disciplinary

tase Study

e studies and




Forth reviewing appeals. Council, the Council’s jurisdiction teaching tests

to consider the appeal

Twenty- Understand how penalties | Cancellation of penalty, employee Mini | Listen and

Fifth are annulled and the legal
impact of letters of

appreciation. penalty groups

receiving thanks and its effect on discussion |  questions

Twenty- Recognize the importance | Monitor, organize and train staff Lecture | Ask questions
Sixth of admlnlstratlvg
oversight and skill
development.
Twenty- Differentiate between the | Transfer and secondment of [ase Study | Listen and
Seventh rules of internal/external employees questions
transfer and secondment.
Twenty- Identify the legal Termination of employment Mini | Case studies
. procedures for
Eighth resignation and cases of

service termination. groups | tests

relationship, resignation discussion | and teaching

Twenty- Understand the legal Job termination, dismissal during Mini | Ask questions
Nineth outcomes of job _

redundancy or failure

during probation. incompetent employee groups

probation period and the fate of an Hiscussion

Comprehend the final Retirement ase Study | Case studies
procedures for retirement

and end of service. and teaching

tests

11. Course Evaluation

Daily preparation

Daily exams

Extracurricular activities

First semester exam / theoretical - 1

First semester exam / practical — 1

Second semester exam / theoretical - 2

Second semester exam / practical — 2

Final exam / theoretical 40

Final exam / practical 10

12. Learning and Teaching Resources

Required textbooks (curricular books, if any) SPECIALIST READINGS IN ENGLISH, Prepared by Ha
Khawo

Main references (sources)

Recommended books and references (scientific journals, reports...) | Prescribed books and other public service legislation

Electronic References, Websites https://iragld.e-sjc
services.ig/LoadLawBook.aspx?SC=31102005975
9549
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