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kvalifikace poradenstvi

Ocekavané vysledky uceni

Znalosti

Student zna:

. zné principy fungovani kancelatské techniky (kopirka, scenner)

. zna zésady stylizace n¢kterych druhi obchodnich pisemnosti

. zna program Excel (vytvofit, naformatovat tabulku, v¢etné vypoctl a grafii)

. zna zésady komunikace s obchodnimi parnery (osobné, telefonicky, elektronicky)

. Zzné principy evidence

. zna zéasady tvorby rozsahlych tabulek v Excelu (vytvofit seznam, charakterizovat evidenci
pomoci funkci, naformétovat tabulku)

7. zna setfazeni dat podle textové polozky, podle ¢iselné polozky, podle kalendarniho data)
8. zna vyhledavani udajt a prohlizeni seznamu

9. zna filtrovani dat (automaticky filtr, rozsifeny filtr)
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Dovednosti

. umi pracovat na klavesnici pocitace desetiprstovou hmatovou metodou

. umi vytvofit tabulky, grafy, e-maily, zdkladni obchodni pisemnosti

. zna zaklady anglického jazyka vcéetné zdkladni odborné terminologie

. dovede vyhotovit pisemnosti z ufedni a obchodni korespondence

. umi vytvaret seznam v programu Excel

. umi vyhledavat data, editovat seznamy, vytvofit tabulky, grafy, fadit a filtrovat data
. umi pracovat s firemni datab4zi a zadavat data
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Zpusoby a kritéria hodnoceni

1. Pfedvedeni znalosti ovladani klavesnice pocitace desetiprstovou hmatovou metodou
2. Ptedvedeni orientace v prostiedi firemni databaze

3. Prokéazani dovednosti pouzivat kancelatskou techniku

4. Pracuje samostatné¢ v jednotlivych fazich své prace

5. Prokazat dovednost jednat s obchodnim partnerem, reagovat na jeho pozadavky.
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Hodnotici formular

Hodnoceni dovednosti

1. umi pracovat na klavesnici pocitace desetiprstovou hmatovou metodou

velmi dobfte dobte dostatecné nedostatecné

2. umi vytvofit tabulky, grafy, e-maily, zdkladni obchodni pisemnosti
velmi dobfte dobte dostatecné nedostatecné

3. zna zéklady anglického jazyka véetné zakladni odborné terminologie
velmi dobfie dobte dostatecné nedostatecné

4. dovede vyhotovit pisemnosti z Gfedni a obchodni korespondence
velmi dobfte dobte dostatecné nedostatecné

5. umi vytvéret seznam v programu Excel

velmi dobfte dobte dostatecné nedostatecné

6. umi vyhledavat data na internetu a ve firemni databézi, editovat seznamy, vytvofit tabulky,
grafy, fadit a filtrovat data

velmi dobfe dobre dostatecné nedostatecné
7. umi pracovat s friemni databazi a zaddvat do ni data
velmi dobfe dobre dostatecné nedostatecné

Hodnoceni praktickych tukoli

1. Pfedvedeni znalosti ovladani klavesnice pocitace desetiprstovou hmatovou metodou
velmi dobie dobie dostatecné nedostatecné

2. Ptfedvedeni orientace v prostfedi firemni databaze

velmi dobfie dobie dostatecné nedostatecné

3. Prokéazani dovednosti pouzivat kancelaiskou techniku

velmi dobie dobie dostatecné nedostatecné

4. Prakticky ukol - prokazat znalost zpracovani dat s vyuzitim textového editoru, tabulkového
procesoru, prezentace a internetu

velmi dobie dobie dostatecné nedostatecné

5. Prakticky tikol - komunikovat pomoci elektronické posty

velmi dobie dobie dostatecné nedostatecné

6. Prokazat dovednost jednat s obchodnim partnerem a reagovat na jeho pozadavky.
velmi dobie dobie dostatecné nedostatené
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Unit of learning

. Company database administration
outcomes title

Level of
EQF

Branch / 63—41-N/24 Financial and economic
qualification advisory

Expected units of learning outcomes

Knowledge

Student knows:

1. principles of work with office equipment (copy machine, scanner)

2. principles of stylization of some business documents

3. programme Excel (is able to create and formate a table, including calculations and charts)
4. principles of communication with business partners (face to face, on the phone)

5. principles of evidence

6. principles of complex chart creation using Excel (make a list, charakterize evidence using
different functions, eidit a chart)

7. listing of data according the text item, numeric item, date)

8. searching for information and looking through the list

9. data filtering (automatic filter, specific filter)

Skills - competences

. student can type with all ten fingers

. can create charts, schedules, e-mails and basic business documents

. masters basic knowledge of English language including professional terms

. Is able to work with official documents and business correspondence

. student can make a list in Excel

. student can look up data, edit lists, create charts and graphs, rank and filter data
. student can work with company database and insert data into it
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Assessment methods and critetia

1. Practical demonstration of typing with all ten fingers

2. Practical demonstration of orientation in the company database

3. Demonstration of skills of using office equipment

4. Proves the ability to work independently

5. Presentation of skills of dealing with business partners and to react to thier requests requests
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Unit of learning

. Company database administration
outcomes title

Level of
EQF

Branch/

qualification 63—41-N/24 Financial and economic advisory

Evaluation form

Skills evaluation

1. can type with all ten fingers

Excellent Good Fair Unsatisfactory

2. can create charts, schedules, e-mails and basic business documents
Excellent Good Fair Unsatisfactory

3. masters basic knowledge of English language including professional terms
Excellent Good Fair Unsatisfactory

4. is able to work with official documents and business correspondence
Excellent Good Fair Unsatisfactory

5. can make a list in Excel

Excellent Good Fair Unsatisfactory

6. can look up data on the internat and in teh company database, edit lists, create charts and graphs,
rank and filter data

Excellent Good Fair Unsatisfactory
7. can work with company database and insert data into it
Excellent Good Fair Unsatisfactory

Practical task evaluation

1. Practical task - demonstration of typing with all ten fingers

Excellent Good Fair Unsatisfactory

2. Practical task - demonstration of orientation in the company database
Excellent Good Fair Unsatisfactory

3. Demonstration of using office equipment

Excellent Good Fair Unsatisfactory

4. Practical task - prove the ability to process data using text editor, Excel, power-point presentation
and the internet

Excellent Good Fair Unsatisfactory

5. Practical task - communicate using electronic post

Excellent Good Fair Unsatisfactory

6. Dealing with business partners and to react to thier requests requests
Excellent Good Fair Unsatisfactory
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