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Ocekavané vysledky uceni

Znalosti

Student zna:

1. zné principy fungovani kancelatské techniky (kopirka, scenner)

. zné program Word - préce s textem, stylizace vnitropodnikovych dokumentt

. zna zésady komunikace s obchodnimi parnery (osobné, telefonicky, elektronicky)
. Zna zpusoby zajistovani obcerstveni pii jednanich

. zna harmonogram obchodniho jednani a kompetence tcastnikii
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Dovednosti

. umi pracovat na klavesnici pocitace desetiprstovou hmatovou metodou

. umi pfipravit program a zpracovat zapis z jednani ¢i porady

. zna zéklady némeckého a anglického jazyka véetné zakladni odborné terminologie

. dovede vyhotovit a stylizovat vnitropodnikové dokumenty

. umi vyuzivat textovy editor

Kompetence

1. umi si organizovat praci

2. prokazuje samostatnost pfi zpracovani vnitropodnikovych dokumentt

3. zvladne samostatné zajistit obCerstveni na jednani a pfipravit zasedaci mistnost v¢. podkladii pro
ucastniky jednéani
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Zpisoby a kritéria hodnoceni

1. Pfedvedeni znalosti ovladani klavesnice pocitace desetiprstovou hmatovou metodou

2. Pfedvedeni orientace v programu Word ¢i jiném textovém editoru

3. Prokéazani dovednosti pouzivat kancelaiskou techniku

4. Prakticky ukol - prokazat znalost zpracovat zapis z jednani

5. Prakticky ukol - komunikovat pomoci elektronické posty, zajistit obcerstveni na jednant,
pfipravit techniku

6. Prokézat dovednost jednat s obchodnimi partnery
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Hodnotici formular
Hodnoceni dovednosti
1. umi pracovat na klavesnici pocitace desetiprstovou hmatovou metodou
velmi dobie dobie dostatecn¢ nedostatecné
2. umi pfipravit program a zpracovat zapis z jednani ¢i porady
velmi dobie dobie dostatecn¢ nedostatecné
3. zna zéklady némeckého a anglického jazyka véetné zakladni odborné terminologie
velmi dobie dobie dostatecn¢ nedostatecné
4. dovede vyhotovit a stylizovat vnitropodnikové dokumenty
velmi dobie dobie dostatecn¢ nedostatecné
5. umi vyuzivat textovy editor
velmi dobie dobie dostatecn¢ nedostatecné
6. umi si organizovat praci
velmi dobie dobie dostatecn¢ nedostatecné
7. prokazuje samostatnost pii zpracovani vnitropodnikovych dokument
velmi dobte dobfie dostatecné nedostatecné

Hodnoceni praktickych tkoli

1. Pfedvedeni znalosti ovladani klavesnice pocitace desetiprstovou hmatovou metodou

velmi dobfie dobie dostatecné nedostatecné
2. Ptedvedeni orientace v programu Word ¢i jiném textovém editoru
velmi dobfie dobie dostatecné nedostatecné
3. Prokazani dovednosti pouZzivat kancelaiskou techniku

velmi dobfie dobie dostatecné nedostatecné
4. Prakticky ukol - prokazat znalost zpracovat zapis z jednani

velmi dobie dobie dostatecné nedostatecné
5. Prakticky ukol - komunikovat pomoci elektronické posty, zajistit obCerstveni na jednani,
pfipravit techniku

velmi dobie dobie dostatecné nedostatecné
6. Prokazat dovednost jednat s obchodnim partnerem

velmi dobie dobie dostatecné nedostatecné
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Unit of learning

. Administrative worker
outcomes title

Level of
EQF

Branch / 63-41-M/02 Business academy
qualification 78-42-M/02 Economic lyceum

Expected units of learning outcomes

Knowledge

Student knows:

1. principles of work with office equipment (copy machine, scanner)
2.programme Word - work with text, style of business documents

3. principles of communication with business partners (face to face, on the phone)
4. possibilities of providing refreshment during business meetings

5. the schedule of a business meeting and the responsibilities of participants

Skills - competences

. can type with all ten fingers

. can prepare the programme and take notes during the meeting

. masters basic knowledge of English language including professional terms
. can create and format business documents

. can use a text editoring programme

. can organise his/her work

. is able to work independently with business documents

. is able to provide refreshment and prepare the conference room
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Assessment methods and critetia

1. Practical demonstration of typing with all ten fingers

2. Practical demonstration of orientation in the programme Word or other text editor

3. Demonstration of using office equipment

4. Practical task - taking notes during a meeting/conference

5. Practical task - communication per electronic post, providing refreshment, preparing technics
6. Presentation of skills of dealing with business partners and lookig after them
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Evaluation form
Skills evaluation
1. can type with all ten fingers
Excellent Good Fair Unsatisfactory
2. can prepare the programme and take notes during the meeting
Excellent Good Fair Unsatisfactory
3. masters basic knowledge of English language including professional terms
Excellent Good Fair Unsatisfactory
4. can create and format business documents
Excellent Good Fair Unsatisfactory
5. can use a text editoring programme
Excellent Good Fair Unsatisfactory
6. can organise his/her work
Excellent Good Fair Unsatisfactory
7. is able to work independently with business documents
Excellent Good Fair Unsatisfactory
Practical task evaluation
1. Practical demonstration of typing with all ten fingers
Excellent Good Fair Unsatisfactory
2. Practical demonstration of orientation in the programme Word or other text editor
Excellent Good Fair Unsatisfactory
3. Demonstration of using office equipment
Excellent Good Fair Unsatisfactory
4. Practical task - taking notes during a meeting/conference
Excellent Good Fair Unsatisfactory
5. Practical task - communication per electronic post, providing refreshment, preparing technics
Excellent Good Fair Unsatisfactory
6. Presentation of skills of dealing with business partners and lookig after them
Excellent Good Fair Unsatisfactory

Programme ERASMUS+
Erasmus+ Project Do Evropy za praxi

Project number 2019-1-CZ01-KA116-060557


http://www.naerasmusplus.cz/cz/

