
 
 

 

Business Administration 1-year Diploma  

 
56 Weeks  (Monday t o  Fr iday E vening Sess ions ,  4  hours  per  c lass  

or  Sat urda y-Sund ay,  10  hours  per  c lass )  

 

Module 
# 

Module 

1. Information Technology and Introduction to MS Office 

2. Effective Business Communication 

3. Introduction to Financial Management 

4. Introduction to Economics 

5. Organizational Behavior 
6. Human Resources Management 

7. Introduction to Management 

8. Marketing Management 

9. Introduction to Financial Accounting 

10. Management Accounting 

11. Introduction to Taxation 

12 Resume Writing and Business Professional Skills 
13. Career and Employment Strategies 

14. Customer Care in Business 

 


