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An Interesting and Appealing
Course Description

= An enriched and modernized course

Much learning time is accorded to the importance
of establishing and maintaining good relationships
with suppliers and clients. This, together with the
development of organization and communication
skills is at the heart of any management assistant’s
job.

= A European Dimension
This BTS is a European qualification.

A network of educational establishments and small
and medium firms means that students can follow
the course and do their work placements in one or
more of the European countries that are already
part of this educational partnership (Germany,
Greece, Great Britain, Italy, Poland, Portugal, Ro-
mania and Estonia).

= The value of the periods of work place-
ment is highlighted in the final exams
The experiences form the basis of two papers:

- Communication and Relations with
Clients and Suppliers

- Project for developing Small and
Medium-Sized Firms

A varied course

During their studies, students acquire:

® Training in administration, accountancy and
sales, which is adapted to the needs of small and
medium-sized companies;

® Knowledge about the professional arena and an
analytical approach to professional work;

® Strong skills in written and oral communication;
® Proficiency in the use of computers:

= Basic software (Word, Excel, Access,
PowerPoint), email communication and Internet

= Specialised management software
(Cegid)

Work experience

12 Weeks of Work Placements
6 consecutive weeks at the end of the 1% year

6 weeks in the 2™ year, 4 of which are consecutive

Possibility of work placements with Erasmus program
in Europe

Professional Workshops: Writing CVs and Cover Letters,
looking for a work placement, looking for a small or me-
diums-sized company, negotiating the period of work ex-
perience, fitting in to a company, follow-up and assess-
ment of the work placement.

Teaching Time per Week during the Course

Subjects 1™ Year 2" Year
General Education
French 2h 2h
Foreign Language, English 4h 3h
or Spanish (LV1)
Economics, Law 4n 4n
Management 2h 2h
Professional Education
Relatlpns with Clients and 4h 1h
Suppliers
Administrationand  De-
velopment of Human Re- - 2h
sources
Organisation and Planning 3h i
Management and i oh
Financing of Assets
Management of Infor-
mation Systems 2h -
Company Survival - 4h
Risk Management - 2h
Global Communication 35h 2h
Professional Workshop 4h 3h




