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 موذج وصف المقررن

 

 وصف المقرر

 

 

 يؼهذ الاداسح انزقٍُ انًؤسسخ انزؼهًُُخ .1

 قسى رقُُبد اداسح انًكزت    / انًشكز ؼهًٍ انقسى ان .2

 ثبنهغخ الاَكهُزَخ قشاءاد اسى / سيز انًقشس .3

 اسجىػٍ ) َظشٌ( أشكبل انحؼىس انًزبحخ .4

 انسُىٌ  2116/2117 انفظم / انسُخ .5

 سبػخ  اسجىػُب 12 )انكهٍ(ػذد انسبػبد انذساسُخ  .6

 23/11/2116 ربسَخ إػذاد هزا انىطف  .7

 أهذاف انًقشس .8

رقذَى انطهجخ ورؼشَفهى ثبنًظطهحبد الاَكهُزَخ فٍ يجبل انخطخ انذساسُخ نهقسى. كزنك انهذف انؼبو : 

 .رًكُُهى يٍ فهى انًفشداد انًسزخذيخ فٍ يخزهف انحقىل وانًجبلاد
انخبص: رًكٍُ انطبنت يٍ قشاءح انًىاػُغ انًزؼهقخ ثبخزظبطه واربحخ انفشطخ نهزىاطم يغ يب  انهذف

 انزٌ رًثهه انكزت انخبسجُه وانًجلاد وانجحىس فٍ يجبل انزخظض
 
 
 

يوفر وصف المقرر هذا إيجازاً مقتضياً لأهم خصائص المقرر ومخرجات التعلم المتوقعة من الطالب تحقيقها 

المتاحة. ولابد من الربط بينها وبين وصف التعلم مبرهناً عما إذا كان قد حقق الاستفادة القصوى من فرص 

 ؛البرنامج.
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 وؽشائق انزؼهُى وانزؼهى وانزقُُى ًقشسبد انيخشج .11

  هذاف انًؼشفُخ الأ -أ
 َزؼهى انطبنت انًظطهحبد انًزؼهقخ ثبنًىاد فٍ يجبل رخظظه ثبنهغخ الاَكهُزَخ -1أ

 َزًكٍ انطبنت يٍ فهى انًفشداد انًسزخذيخ فٍ يخزهف انًجبلاد -2أ

   َزؼشف انطبنت ػهً يهخض نكم يبدح يٍ انًىاد انذساسُخ ثبنهغخ الاَكهُزَخ وانًزؼهقخ ثًىاد  -3أ  
 اخزظبطه ثقسى اداسح انًكزت

  -4أ
  -5أ
   -6أ
  ًقشس.انخبطخ ثبن ُخانًهبسارالأهذاف   -ة 

 َزًشٌ انطبنت ػهً انًحبدثخ ثبنهغخ الاَكهُزَخ – 1ة

 َطجق اسزخذاو يخزهف انًظطهحبد فٍ يجبل الاداسح داخم انظف  - 2ة

 َقشأ انطبنت يهخض ػٍ يىاػُغ يزؼهقخ ثًىاد قسى اداسح انًكزت ثبنهغخ الاَكهُزَخ  - 3ة

  َسزطُغ انطبنت يٍ اداء يحبدثخ ثبنهغخ الاَكهُزَخ   -4ة
 ؽشائق انزؼهُى وانزؼهى      

 

 وسبئم اَؼبح انكزشوَُخ –اسزخذاو انسجىسح  -انحىاس   -انًُبقشخ  

 

 
 ؽشائق انزقُُى      

 

 اخزجبساد شفىَخ ورحشَشَخ

 

 
 الأهذاف انىجذاَُخ وانقًُُخ  -ج

 َظغٍ انطبنت انً ششح الاسزبر -1ج

 َزفبػم انطبنت يغ ششح الاسزبر -2ج

 َحس انطبنت ثبهًُخ انهذوء فٍ انقبػخ نغشع اسزُؼبة انًبدح -3ج

 َشؼش انطبنت ثبنشاحخ وػذو انشذ انؼظجٍ اثُبء انًحبػشح -4ج

  
 ؽشائق انزؼهُى وانزؼهى     

 

 نؼت الادواس –انًجبيُغ  -انًُبقشبد  

 
 ؽشائق انزقُُى    

 انًىاػُغ انزٍ رخض انًبدحرقذَى رقبسَش حىل 

 اخزجبساد شفىَخ ورحشَشَخ
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 انًُقىنخ ) انًهبساد الأخشي انًزؼهقخ ثقبثهُخ انزىظُف وانزطىس انشخظٍ (.انزأهُهُخ انؼبيخ و انًهبساد -د 

 اثُبء انًحبػشحَجُت ػهً اسئهخ الاسزبر  -1د

 انقشاءاد ثبنهغخ الاَكهُزَخَؼذ رقبسَش رخض انًبدح فٍ يجبل  -2د

 ثبنهغخ الاَكهُزَخوقشاءح ثؼغ انًظطهحبد َكىٌ قبدسا فٍ حبنخ رىظُفه ػهً كزبثخ  -3د

   َزؼهى قشاءح ثؼغ يىاػُغ الاداسح ثبنهغخ الاَكهُزَخ  -4د
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 ثُُخ انًقشس .11

ؽشَقخ  اسى انىحذح / أو انًىػىع يخشجبد انزؼهى انًطهىثخ انسبػبد الأسجىع

 انزؼهُى
ؽشَقخ 

 انزقُُى

First  5 Use English 

Vocabulary related to 

the main topics 

Competence in the 

department of office 

Management : 

Management office 

Management, Time 

Management , the 

culture of Archives , 

Correspondence , 

Information 

Technology and 

Organizations 

Ceremony , and 

shorthand . 

Introduce English 

Vocabulary related 

to the main topics 

Competence in the 

department of office 

Management : 

Management office 

Management, Time 

Management , the 

culture of Archives , 

Correspondence , 

Information 

Technology and 

Organizations 

Ceremony , and 

shorthand . 

شفىٌ  َظشٌ

 ورحشَشٌ

Second 5 Learn readings of 

Selected topics in the 

field of management. 

Readings of Selected 

topics in the field of 

management. 

شفىٌ  َظشٌ

 ورحشَشٌ

Third  5  Doing practical uses 

for different terms in 

the field of 

management. 

Practical uses for 

different terms in the 

field of management. 

شفىٌ  َظشٌ

 ورحشَشٌ

Forth  5 Practicing on 

conversation inside 

the classroom about 

the field of 

management. 

Conversation inside 

the classroom about 

the field of 

management. 

شفىٌ  َظشٌ

 ورحشَشٌ

Fifth  5  Learn reading of 

Selected topics in the 

field of Time 

management. 

Reading of Selected 

topics in the field of 

Time management. 

شفىٌ  َظشٌ

 ورحشَشٌ

Sixth 5  Doing practical uses 

for Vocabulary in the 

field of office 

management. 

Practical uses for 

Vocabulary in the 

field of office 

management. 

شفىٌ  َظشٌ

 ورحشَشٌ
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Seventh 5 Practicing on 

conversations inside 

the classroom about 

the field of office 

management. 

Conversations inside 

the classroom about 

the field of office 

management. 

شفىٌ  َظشٌ

 ورحشَشٌ

Eighth  5  Learn readings of 

Selected topics in the 

field of time 

management. 

Readings of Selected 

topics in the field of 

time management. 

شفىٌ  َظشٌ

 ورحشَشٌ

Ninth  5 Doing practical uses 

for Vocabulary in the 

field of time 

management. 

Practical uses for 

Vocabulary in the 

field of time 

management. 

شفىٌ  َظشٌ

 ورحشَشٌ

Tenth 5  Practicing on 

conversations inside 

the classroom about 

the field of time 

management. 

Conversations inside 

the classroom about 

the field of time 

management. 

شفىٌ  َظشٌ

 ورحشَشٌ

Eleventh  5 Learn readings of 

selected topics in the 

field of the culture of 

Archives 

Readings of selected 

topics in the field of 

the culture of 

Archives 

شفىٌ  َظشٌ

 ورحشَشٌ

Twelfth  5  Doing practical uses 

for vocabulary in the 

field of the culture of 

Archives. 

Practical uses for 

vocabulary in the 

field of the culture of 

Archives. 

شفىٌ  َظشٌ

 ورحشَشٌ

Thirteenth  5  Practicing on 

conversations inside 

the classroom about 

the field of culture of 

the Archives. 

Conversations inside 

the classroom about 

the field of culture of 

the Archives. 

شفىٌ  َظشٌ

 ورحشَشٌ

Fourteenth  5 Learn readings of 

Selected topics in the 

field of 

correspondence. 

Readings of Selected 

topics in the field of 

correspondence. 

شفىٌ  َظشٌ

 ورحشَشٌ

Fifteenth  5 Doing practical uses 

for different terms in 

the field of  

correspondence 

Practical uses for 

different terms in the 

field of  

correspondence 

شفىٌ  َظشٌ

 ورحشَشٌ
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Sixteenth  5 Practicing on 

conversations inside 

the classroom about 

the field of 

correspondence. 

Conversations inside 

the classroom about 

the field of 

correspondence. 

شفىٌ  َظشٌ

 ورحشَشٌ

Seventeenth  5  Learn readings of 

Selected topics in the 

field of techniques and 

systems of 

information. 

Readings of Selected 

topics in the field of 

techniques and 

systems of 

information. 

شفىٌ  َظشٌ

 ورحشَشٌ

Eighteen  5 Doing practical uses 

for different terms in 

the field of techniques 

and systems of 

Information.   

Practical uses for 

different terms in the 

field of techniques 

and systems of 

Information.   

شفىٌ  َظشٌ

 ورحشَشٌ

Nineteenth  5 Practicing on 

conversations inside 

the classroom about 

the field of techniques 

and systems of 

Information. 

Conversations inside 

the classroom about 

the field of 

techniques and 

systems of 

Information. 

شفىٌ  َظشٌ

 ورحشَشٌ

Twenty  5 Learn readings of 

Selected topics in the 

field of ceremony. 

Readings of Selected 

topics in the field of 

ceremony. 

شفىٌ  َظشٌ

 ورحشَشٌ

Twenty – 

First  

5 Doing practical uses 

for different terms in 

the field of ceremony. 

Practical uses for 

different terms in the 

field of ceremony. 

شفىٌ  َظشٌ

 ورحشَشٌ

Twenty – 

second  

5 Practicing on 

conversation inside 

the classroom about 

the field of ceremony. 

Conversation inside 

the classroom about 

the field of 

ceremony. 

شفىٌ  َظشٌ

 ورحشَشٌ

Twenty – 

third  

5 Learn reading of 

Selected topics in the 

field of shorthand. 

Reading of Selected 

topics in the field of 

shorthand. 

شفىٌ  َظشٌ

 ورحشَشٌ

Twenty – 

forth  

5  Doing practical uses 

for different terms in 

the field of shorthand. 

Practical uses for 

different terms in the 

field of shorthand. 

شفىٌ  َظشٌ

 ورحشَشٌ

Twenty – 

fifth  

5 Practicing on 

conversation inside 

the classroom about 

the field of shorthand. 

Conversation inside 

the classroom about 

the field of 

shorthand. 

شفىٌ  َظشٌ

 ورحشَشٌ
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 انجُُخ انزحزُخ  .12

 لاَىجذ ـ انكزت انًقشسح انًطهىثخ 1

 لاَىجذ )انًظبدس(  ـ انًشاجغ انشئُسُخ 2

               ـ انكزت وانًشاجغ انزٍ َىطً ثهب  ا

 ( انًجلاد انؼهًُخ , انزقبسَش ,.... ) 
 وانزقبسَشانًجلاد انؼهًُخ 

الاَزشَُذ ة ـ انًشاجغ الانكزشوَُخ, يىاقغ 

.... 
الاػزًبد ػهً الاَزشَذ ثبلاػبفخ انً انكزبة انًُهجٍ انًسبػذ 

 . انًىجىد

 
 خطخ رطىَش انًقشس انذساسٍ  .13

 : لا َىجذ  فٍ حبنخ وجىد اٌ خطخ ثذَهخ رزكش نهزؼهُى وانزؼهى خبسج انخطخ

                                                      

 

 

Twenty – 

sixth  

5 Learn readings of 

Selected topics in the 

field of Internet and 

computer. 

Readings of Selected 

topics in the field of 

Internet and 

computer. 

شفىٌ  َظشٌ

 ورحشَشٌ

Twenty – 

seventh  

5 Doing practical uses 

for different terms in 

the field of Internet 

and computer  

Practical uses for 

different terms in the 

field of Internet and 

computer  

شفىٌ  َظشٌ

 ورحشَشٌ

Twenty – 

eighth  

5 Practicing on 

conversation inside 

the classroom about 

the field of Internet 

and computer. 

Conversation inside 

the classroom about 

the field of Internet 

and computer. 

شفىٌ  َظشٌ

 ورحشَشٌ

Twenty – 

ninth  

5 Learn readings of 

Selected topics in the 

field of writing 

Reports. 

Readings of Selected 

topics in the field of 

writing Reports. 

شفىٌ  َظشٌ

 ورحشَشٌ

Thirty  5 Doing practical uses 

for vocabulary and 

Conversation about 

Selected topics in the 

field of writing 

Reports. 

Practical uses for 

vocabulary and 

Conversation about 

Selected topics in the 

field of writing 

Reports. 

شفىٌ  َظشٌ

 ورحشَشٌ
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