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MEPIrPA®H MPOITPAMMATOXL

TLonpaivel va slote MNpappatéag Aloliknong; Q¢ Npappateag, n SouAeld oag TEPAAUPBAVEL TIOANEG ONUAVTIKEG
UTIOXPEWOELS KAL LA OELPA ATIO 8£ELOTNTEC OPYAVWONG, ETILKOWVWVLAG, EEUTINPETNONG TIEAATWY Kat SLaXElpLong

EPYWV UE OTOXO va SLATNnPNOoETE TNV OUAAT AsLToupyla Tou ypadelou.

O Mpappatéag slvat cuvnOwE To TPOCWTIO TNG ETALPELAG KAL ELVAL TO TIPWTO ONMELO ETTAPNS VLA TOUG ETILOKETITES
TIOU KAAOUV 1) ETILOKETTTOVTAL £va ypadelo. Ot ypauuatelg SLolknong TPETEL VA £XOLV EEALPETIKT TIPOCWTIKOTNTA
Kat e€alpetikeg Se€lotnteg e€uttnpetnong ehatwy. To Diploma in Secretary Skills - Advanced Certified Course by
ACTA tou IST COLLEGE Ba oag SwosL ETIUKALPOTIONUEVES YVWOELG TTAVW oTa Tiwo amtapattnta skills kat Ba evioyvoet

TIG 5e€L0TNTEG TtoL XPEeLdleoTe WOTE va €eAXOElTE O€ £vav eTLTUXNMEVO MpappaTEa ALolknong.

NMEPIEXOMENA

1. Xuvepyaola Skillboox.gr kat IST College
2. [Tapouclaon tou eKmaldeuTIKoL Ttpoypauatog tou IST College

«Secretary Skills» - Advanced Certified Course by ACTA

2.1 Y& toloug ameuBiveTat
2.2 TLBa pabeig
2.3 OEPATIKEG EVOTNTEG

2.4 Elonyntpla ospvapilou

3. Tpotmocg mapakoAoubnong
3.1 Eloaywyn otnv mAatpopua tou Skillbox
3.2 AVAAUTLKO XPOVOSLAYPAUHA EKTIALSEVTLKOU TIPOYPAUMATOS
3.2.1 Mivakag online padnudtwv
3.3 Forum

3.4 Facebook Alumni Community

4. Tototoinon - ACTA Advanced

4.1 Nepypaodn MNiotomoinong & BeBalwon GUUUETOXNS

5. OAOKANPWOT) TOU TIPOYPAUMATOS

5.1 MeTa TtV 0OAOKANPWOT) TOU TIPOYPAUUATOS

6. YUYXVEG EPWTNOELG
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1. Zuvepyaota Skillbox.gr kat IST College

To Skillbox.gr cuvepyaletal pe to IST College Kal TTAPEXEL TA EKTIALSEVTIKA EPYAAELA KAL TNV TIAATHOPHA YLa TN
dnuovpyla plag eEoAokAnpou online ekTALSELTIKNG EUTtElplag Pe TV uTtoypadn Tou KoAleyiou. Olo Tto
TIPOOHEPOUEVO LALKO £XEL SnuLoupynOel atd oTeAEXN NG ayopdg Ttou cuvepyalovtal pe to IST College kat
TIAPEXETAL HECW TNG TIAATPOppag Tou Skillbox.gr yia mpwtn popa.

To IST College katn IxoAn IBIE amotelouv e5w Kal 50 xpovia kopudala ETAOYN CTOV XWPEO TNG LELWTIKNG
ekmaidsvong oty EAAASa. Ifuepa elvat Eva ToAuSUVAUO Kat TIOAVETILTTES O (SPUKA AVAYVWPLOUEVO ATIO TO
EAANVIKO YTtoupyeto Mawdelag, pue adsteg Asttovpyiac yia KoAAEyo, lvotitolto Emtayyeipatikng Kataptiong (1.E.K.)
kat Kévtpo Ala Blov Mabnong.

2.1 Iemoloug arteuBuvetal to Diploma in Secretary Skills

To TIPOYPAUUA EXEL OXESLAOTEL YLA TO TIPOCWTILKO TIOU EKTEAEL KAlPLAG onUaciag KABnkovta oTn YPAUUATELAKN
UTIOOTNPLEN 1) OE KATIOLA SLOKNTIKA B£0m. AUTO TO TIPOYPAUUA Elval yia OAoUG ekelvoug Ttou Ba 1Bslav va
BeATWOOLV TLG SELOTNTES TOUE, WOTE VA ATIOTEAOUV £Va LEAVIKO CTEAEXOG OTNV YPAUUATELA MLAG ETILXELPNONG.
YUYKEKPLUEVQ, atteuBlveTal:

. rpauuatels

. BonBoug Stolknong

. YUVTOVLOTEG

. Atopa ttouv BENouv va pabouv veeg Se€LOTNTEC 6ooV adopd T SLOKNOoN, TNV EKTEAEOT) TIOANATIAWY

KABONKOVTWY, TIC SLATIPOCWTILKES SEELOTNTEG

To tpoypapua 6a BondnosL TOUG CUMMUETEXOVTES VA avaBabuloouy TG YVWOELS TOUG, VA EVIOYXUOOUV TN O£01 Toug
oTNV ETIXELPNOT TOUG, OUTWE WOTE VA £§eEALXO0UV OTOV XWPO TWV ETIUXELPNOEWV.

1.2 Tt6a nabw

H B¢on MNpaupatews Bonbol Aloiknong lvat £vag onUavTIKOS POANOG TIOU ATIALTEL EVa ELSIKO GUVOAO SeELOTNTWV.
Elte mapakoAouBsite Ta ¥povodSlaypAaUUaTa VOGS TIPOLOTAPEVOU, OPYAVWVOVTAG ETAYYEAUATIKA Tagidia,
KATaypApovTag TIPAKTLIKA 0 cuveSplaot Tou SLotknTtikol cLUBOVALOU, ELTE TIPOETOIMAJETAL ONUAVTIKA APXELQ,
OAd TIPETEL va yivovTal he bPnAo Babuod akpiPBelag, StadAveLlag KAl EUTILOTELTIKOTNTAG. H a§lomiotia katn
SLAKPLTIKOTNTA £lval HEPLKA ATIO TA TILO CNUAVTIKA XAPAKTNPLOTIKA EVOG EKTEAECTIKOU OTEAEXOUG OTO
AVTAYWVLOTIKO TIEPLBAANOV TIOU KAAOUUACTE VA SLAKPLOOUE.

To OEULVAPLO TIPOCPEPEL OTOUE EKTIALSEVOUEVOULS OAa Ta BACIKA epyaleia OsWPNTIKNAG KATAPTLONG KAL TIPAKTLKWY
Se€LoTNTWV yLa va ATIOTEAECOLV TIPOTUTIO CUVEPYATN OTNV ETIXELENHUATLKY KOWWOTNTA.
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OMAokAnpwvovtag to Diploma in Secretary Skills tou IST College, 6a yvwpilets:

. MoLeg elval oL AVAYKEG, OL ATIALTNOELS KAl TL XApaKTNPEL{el To oUYXPOVO HETABAANOUEVO ETUXELPNUATIKO

TieptBarlov

. Mwg va avamTOSETE PLa OTPATNYLKY] ETIKELPNOLAKY GLVEPYAGCLA E TOV TIPOLOTAPEVO GAG, VA TIPOPAETETE

TNV aAAay1 TWV TIPOTEPALOTAHTWY TOU KAL VA ELOTE EVEALKTOL KAL T(POCAPOCTIKOL GTNV SLOKNTLKN TAKTLKY)

. MeBbSoug sTikolvwvLag, va SLaxelplleoTe ATIALTNTIKEG KATAOTACELS KL avOPWTIOUS Kal va

SlampaypateleoTe pe emtuyia

. TEXVIKEG yLa TN Snulovpyla TIEPLOGOTEPOU XPOVOU OTNV KaBnuepLvn pon Kat twg va dtayelptleots

TIOAATIAEG ATTALTNOELG 0 SOCUEVO XPOVLKO TIAALCLO
. MNw¢ va TtpoypaaTi{eTe YPNyopa KAl ATIOTEAECUATIKA £va £py0 ASLOTIOLWVTAG CLUYXPOVA EPYAAELa
. LTPATNVLIKES LA TN SLAXELPLON TNES TIPOCWTILKNG 0AG ELKOVAC KAl NG €€EAENC TG otadlodpoulag oag

¢ ATIOTEAEOMATIKEG S£ELOTNTEG TTPOROANG KaL Ttapovaiaong

2.3. OEMATIKEX ENOTHTEX

Yto Diploma in Secretary Skills 6a avaAuBoUv svEeAexws oL TTAPAKATW DEUATIKEG EVOTNTEG:

1. O TOMEAX TPAMMATEIAX AIKOIKHXHX

1.1 ELoaywyn Kal EKTIALSEVTIKOL 0TOYXOL

H ©ELMOO®ETHXIH TOY TOMEA TPAMMATEIAZ AIOIKHIHX XTO LYITXPONO EMIXEIPHMATIKO MEPIBAAAON
1.2 EmayyeApatiko Meplypapua

1.3 Asovtoloyia & HBwKN

1.4 O pOAOG KAl Ta KABNKoVTA TNEG YPAUMATEWS BonBoul Slolknong oTo oUYXPOVO ETIXELPNUATIKO TIEPLBANOV

AIAAIKAZIA IXEAIATHE, OPTANQIHL, ANAAYZIHEL, MEPITPAOHL KAI MPOAIATPA®QN EPFALIAL ©OEXHX
TPAMMATEQX BOHOOY AIOIKHXHX

1.5 IxeSlaouog & Opyavwaon Topea
1.6 KavovioTiko TtAatolo Kat teplypadr) O€ong
1.7 Topelg utooTtNELENG

1.8 ETtayyeApatiko Meplypappa MNpapuatéws Bonbol Atolknong

@1 Online Diploma in Secretary Skills SKILLBOX



AIEYOYNXZH TOMEA TPAMMATEIAL AIOIKHZHX

1.14 Apxec Aloiknong Opyaviopwy

115 AnYn Antopdacewyv, Management & Leadership

1.16 MAalolo apywv yLa tnv acknon tou Open Management

1.16 MAalolo apywv yLa tnv acknon tou Open Management

1.17 Kwdwkotoinon apywv Avolyxtou Kawvotouikot Management

1.18 Avaluon apywv yla thv acknon Avolyxtol Kawvotoptkod Management
1.18.1 ETuelpnuatikeg aglec & Hysola

1.18.2 Risk Management

1.18.3 Change Management

1.18.4 Crisis Management

1.18.5 Project Management

1.18.6 Wnolakn Ymoypadn - Digital Signature

EAEMXOL TOMEA TPAMMATEIAL AIOIKHIHL KAl AOTOAOZIA TPAMMATEQN BOHOQON AIOIKHIHL
119 Aladikaoieg eAyyou Kat Aoyodoaotiag

Ebook sevotntag

Teot aloAoynong

2. TO XTPATHIIKO MAAIZIO r'YNEPIrAXIAL X TO ETAIPIKO MNMEPIBAAAON

2.1 Eloaywyn & Ekmatdeutikol otdyotl

2.2 H ouvepyaoia ¢ Npappatéws Y tov MNpolotduevo
2.3 TOTIOL TIPOLOTAPEVWY

2.4 TudnTAsL 0 TPOLOTAUEVOG OAC ATIO £0AG

2.5 Alayeiplon Mpolotdpsvou

AIAXEIPIZH MPOXQMIKOY

2.6 Alayeiplon AvBpwTilvou AuVauLKoU

2,7 H onuaotia t¢ Aloiknong AvBpwtitvou ALVAauLkoL
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2.8 O okoTtd¢ NG Staxeiplong AvOpwTitvou AuVauLKoU

2.9 Molog glvat uTtebOLVOCG yLa TN SLaxelplon avOPWTILVOL SLVALKOU
2.10 LToOYO0L TOU TUNUATOS Staxeiplong avBpwTitvou SUVAULKOL

2.11 Ettiteuén Seopegvong epyalopevwy

2.12 O poAo¢ TS MNPAUMATEWS OTOV TopEa AvOPWTILVOL ALUVOULKOU
AIAXEIPIZH KPIZEQN

2.13 ALaXe(lpLoT ECWTEPLKNG KPLOEWG

2,14 Alaxelplon SLadpwVvLwV KAl CUYKPOVOEWVY

2.15 AlaTIPAYUATEVTIKEG AUCELG

2.16 Alayeiplon PLBLPwWV Kat Sladocewv

2.17 Altayelplon TG EUTILOTELTIKOTNTAS TWV TIANPOPOPLIIV
AIAXEIPIZH XPONOQY

2.18 Alayeiplon Xpovou

2.18.1 KaTnyopLOTIONOELG, XAPOAKTNPLOTIKA KAl ALTLES YLa TOV XPOVO
2.18.2 Ta tpla Backa Brnuata ot Slaxelplon Tou Xpovou

2.19 Ka®nuepvn Poutiva kat Opbn Alaxeiplon Xpovou

AIAAIKALZIA AHYHXZ AMTOOALEQN

2.20 Mnyaviopol AnYng amtopAcewy

OPIrANQZXH KAI AIAXEIPIZH LYNANTHXZEQN - EKAHAQYXEQON - LYXKEWEQN
2.21 H opydvwon pLag cuvavinong

2.21.1 ZkoTtoG - Mpostowaoctia - Opydvwon - BaolKeg epyacteg
2.21.2 Kataypadn MNpakTikwy

Ebook svotntag

TeoT a§loAoynong

3. H AYNAMH THX EMIKOINQNIAX

3.1 Eloaywyn & EkmatSeutikn otoyot

3.2 AnuOOLEG IXEOELG KAl ETILKOWVWVLA
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3.3 OLA.L. w¢ epyalelo TNG YPAUUATEWS

3.4 TpOTIoL KAl €181 ETIKOLVWVLAG

3.5Ta 7 C's TNG ATOTEAEOUATIKNG ETILKOLVWVLAG
3.6 Etatpikn Emikowwvia

3.7 'Evtumn Erukowwvia

3.8 Mpodopkn ETikowvwvia

3.9 TnAedpwvikn ETtikowvwvia

3.9.1 ETLITAL0V XPNOLHOL KAVOVES TNAEDWVLKNG ETILKOLVWVIAG

3.9.2 EVEPYNTLKY) AKPOAOT] KAL ATIAYOPEVUEVES PPATELS
3.10 HAEKTPOVIKN ETILKOWVWVLA

3.11 TAwood TOL CWHATOG

3.12 Ta "val" kat ta "oxL" g emkowwviag

3.13 Yrtodoyn ETiokettwv

3.14 Alaysiplon SLOKOAWV KATACTACEWV

3.15 Alayeiplon LTpeg & LuvaloOnuaTKn vonuoouvn

3.16 NeLPOYAWOOLKOC TIPOYPAMUATIONOS (NLP): Tt elval, Tiwg AELTOUPYEL, TEXVLKEG

Ebook svotntag

Teot agloAdynong

4. H NPAKTIKH ATZENTA TOY TrPAOEIOY

4.1 Eloaywyn & Ekmtaldeutikol Itoyol

4.2 Opyavwon MNpageiov

4.3 Apaoctnplotntes & NMpoypapuaTtiopos
4.4 Alayelplon xpovou, TTOPWV Kal HovAadwv
4.5 H Bswpla O.0.D.A.

4.6 Katnyoplotoinon gpyactwy ypadpeiov
4.7 Mnxavopydvwon

4.8 OpBoloyLKkn opydvwon Xwpeou ypadeiov
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4.8.1 Yytewn), Acdalela, Epyovouia

4.8.2 Npodlaypadeg acpalelag Kat LYELAG

4.9 N\ELTOLPYIKOTNTA KAl OpyAVWOoN

4.10 ApyeloB£tnon

4.11 Kavoveg apXELaKOU TEKUNPLOU

412 Npodlaypadec UNESCO yla ta apyeLooTtAota XapTwwy apXelwv ACHANELA KTIPLWV APXELOCTACIWY
4.13 ATIOTEAEOHATIKO CLOTNUA ApPXELOOETNONG

4.14 YOoTtNUA NAEKTPOVLKOL apyELlov

4.15 Baoslg AsSopugvwy, Movtéla Staxeiplong apxelwv

4.16 OpyavwTtika Staypaupata

4.17 BACIKECG APXEC YPATITNG ETILKOLVWVLAG

4.18 Aadikaoia Staxelplong NAEKTPOVIKNG aAAnAoypadlag

4.19 Anuovpyla Eyypddou

4.20 Mapaywyn EMKOWWVLIAKol AOyou

4.21 EudpAvion Kal Sour| ETILXELPNMATIKOU KELMEVOU - EL8T eTILOTOAWV
4.22 'Ydog Kal €dn ypadng

4.22.1 Anuooloypadikn ypaodn

4.22.2 AnuoupyLkn ypadn

Ebook svotntag

Teot afloAdynong

5. ONOKAHPQLH EMINAPIOY

5.1 A&LoAoynon Lepwvapiou

5.2 Test a§lohoynong - BeBalwon cuppetoxng Acta Advanced Certification
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2.4.1 Elonyntg ospLvapilou

Anuntpa MmtaAtouva
Marketing & Public Relations Strategist

H Anfjuntpa MmtaAtolva sival Marketing & Public Relations Strategist pe toAvet
gumelpla oto medlo ¢ Etatpkng Emikowvwviag, Business, Event & Media
Management.Exel EpyaoTel 0TOV KAASO TOU TIOALTLOMOU, TNG ABANoNG Kat Tng LYELAg,
NG akadnuailkng ekmaidsvuong, ¢ dnuocloypadiag KL XeL Evtovn e0gAovTikn Spdon.

3.1 Elcaywyn otnv tAatdpoppa tou Skillbox

[SxiLLeox =

AHMIOYPTIA AOTAPIAXMOY KAI ATOPA

MPLV TIPOXWPNOETE OTNV Ayopd TOU OEULVAPLOL Ba TIPETIEL Va
Snulouvpynoste Aoyaplacpo oto Skillbox. Mamote Eyypadn mavw Se€La

otV wotooeAida tou Skillbox kat cupTAnpwote Ta otolkela oag.

AUECWE HUETA TN CUUTIANPWOT TWV oTolxelwv cag 6a AdBete éva email to otolo Oa TeptAapPBavel éva clvSeouo
EVEPYOTIONONG TOL AoyapLlacuol oag. MNatroTe 6To CUVEECUO, WOTE VA TOV EVEPYOTIOLNOETE KAL VO OAOKANPWOETE
™ Stadkacola yypagdng.

YT OUVEXELQ, UTIOPELTE va TtpoPelte 0TV ayopd matwvtag Ayopd Lepvaplou otrn oeAlda Tou oeplvapilou.

Meta tnv ayopd tou mpoypapuatog «Secretary Skills», 6a AaBete 6co AnolaleL n evapén eva email
KAAWOCOPLoONATOC HE BACIKEG OSNYLEG yLa TOV TPOTIO TtapakoAoLuONnong.

To ogpwvapto tou IST COLLEGE Ste§dyeTtal amoKAELOTIKA HEcw TG e-learning mAatpoppag tou Skillbox. Astte
TIAPAKATW AVAAUTIKEC TIANPODOPLEC AVADOPLKA E TOV TPOTIO SLE€aywyng TOL CEULVApPLOoL.

3.2. XpovoSLaypappa EKTIALSEUTIKOU TIPOYPAUMATOS

H cUVOALKY SLApKELa Tou ogpwvaplou slvat 4 eBSouadeg

KAaBe eBSoudda EekAeldwvel To 25% Tou LALKOU. e KABE evoTnTa TEpAAUPBAVOVTAL UTIOEVOTNTES UE
BwteopaOnuaTa Pe TOV €LoNYNTH AAAA KAl UALKO TIPOG avAyvVwon UE TN Hopdn YPATITOU KELUEVOU.

Ol paOntég utopoLy va ta TtTapakoAouOrocouy OToTe auTtol eTiOVHOLY pHeca otV eBSouada cOuPwva PE TO SIKO
TOUG XPOVOSLAYPAUUA. ITO TEAOG, OL HAONTEG CUMUETEXOLV O€ €va online TECT, TO OTIOLO EXEL WG OKOTIO TOV EAEYXO
TWV YVWOEWV TIOL ATIOKOULOAV aTto TNV VAN TS BSopnadag. Na onuewwbel twg Sev xpetddetal va amavinosTe
ETILTUXWG OE OAEG TIG EPWTNOELS TWV Mini ALTWV test yla va petaBeite otnv emOUEVN evOTNTA, KABWES LOVASIKOG
TOUG OTOXOG lval va eAEyEeTe OL (SLOL AV EXETE APOUOLWOEL TG YVWOELG.

Online Diploma in Secretary Skills rISKILLBOX
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Katd ) Stdpkela twv 4 BSopadwy aAd kat adpol TEAELWOEL TO TIPOYPAUUA, Ol HABNTEG YTtopoly va

XPNooTololV To Forum tou ospvapiou yia va B£Touy TiG EpWTAHOELS Toug otnv ElonyntpLa, otig omoieg Ba
ATAVTAEL EOA O 72 WPES. AKOUN TO LALKO Sev amevepyoTtoteltal. ‘EXeTe TtpooBaon yia TouAdxtotov Suo £tn.

YUVETIWG, UTIOPELTE va aKOAOUONOETE TO SIKO 0aG TIPOYPAUUA LEAETNG €€ APXNG.

YTO TEAOG TOU TIPOYPAUMATOS KAl yla TNV andktnon g Advanced BeBalwong amd tnv ACTA - TexvoPBAaoTtodg Tou

Aplototeleiou Mavemiotnuiov Oscoalovikng, oL HAaONTES Oa TIPETIEL VA TIEPACOUV TO TEALKO test pe Baduoloyia

TouvAdylotov 60%. MTtopoULV va eTtavaldBouy 60eC GopES TILOLUOVY TO test HEXPL VA ETILTUXOUV. L€ TEPLTTTWON

TIOU TIEPACETE TO test n Suvatotnta emavAaAnPng anevepyoTtoleltat. To TEAKO okop Sev amelkovidstal otn

BeBatwon Touv Oa AdPete.

Mivakag online padnuatwv

n ERSopdada

2n EBSouada

3n ERSopada

4n ERSopdada

4n ERSopdda
Kal LETA

1ST)

MAOHMATA & TELT

ATtoS£oguon Kal TtapakoAouOnon Mg evotntag

YUUMETOXN) OTO TEOT aLOAOYNONG 0TO TEAOG TNG EVOTNTAG

ATtoS£oguon Kal TtapakoAouOnon 2ng evotnTtag

YUUHETOYXY) OTO TECT ALOAOYNONG OTO TEAOG TNG EVOTNTAG

ATtoS£opuguon Kal TtapakoAouBnon 3ng evotntag

YUMHETOYXY) OTO TECT ALOAOYNONG OTO TEAOG TNG EVOTNTAS

ATtoS£opguon Kat TtapakoAouOnon 4ng & 5n¢ svotntag

YUUMIETOYXT) OTO TEOT ALOAOYNONG OTO TEAOG TNG EVOTNTAS

YoupeTtoyn otnv online teAwkn aflohoynon tng ACTA

H tpocBaom o€ OAEG TLG EVOTNTEG TOL TTPOYPAHUATOS
TAPAMEVEL avolyTh yia va Eavadolv 00eC popES
ETILOLHOVV OL CUPMETEXOVTEG TLG EVOTNTES TIOU TOUG
evdLapEpouv

Online Diploma in Secretary Skills
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FACEBOOK GROUP

« Evepyo

« Evepyo

« Evepyo

« Evepyo

v To Facebook
Group TTAPAMEVEL
avoLyTo yla
EPWTINOELS

FORUM

« Evepyo

« Evepyo

« Evepyo

« Evepyo

v To Forum

TIAPOMEVEL

aAvVoLYTo yLa
EPWTNOELG

[skiLLBOX



3.3. Forum

Kata t Sudpkela tapakolovnong tou Diploma in Secretary Skills - Advanced Certified Course by ACTA,
Ba umopeite va smkowwveite amevBesiag pe v Elonyntpla péow el8kod Forum. Ekel, Ba BEtete ta
EPWTNMUATA 0AG KAL TLS ATIOPLEG TIOL UTIOPEL VA TIPOKUPOUV OXETLKA PE TNV eKTIAlSEVoN Kat Tta BEuata mou
mapovotdaovtal Kat n elonyntela Ba cag amavtdel eviog 72 wpwv. ‘Otav 1 andvtnon oto pwInud cag
dnuooteletal oto Forum, Ba AapBavete sldomoinon peow email. MapdAAnAaq, Oa BAETTETE OAEG TLG
EPWTNOELS KAL TLG ATIAVTNOELS TWV UTIOAOLTIWY HABONTWV TIOU £XOLV SNUOCLEVTEL EKEL.

3.4. Facebook Alumni Community

H TtapakoAoVON o™ TOL TIPOYPAUUATOS oA SLVEL TN SLVATOTNTA VA CUPPETEXETE KAL OTNV KOLVOTNTA TOU
Skillbox oto Facebook Ttou Bplokovtal ot amddoLltol OAWV TwV TIPoypaAUUAaTtwy. EKel, Oa pumopsite va
nabalvete VEa Tou PpopEQ, TIANPODOPLES yLa Kalvoupla Tipoypduuata, va StaBalste svlapepovta
EKTIALSELTLIKA ApBpa. MapdAAnAa, Ba UTIOPELTE VA SIKTUWOELTE HE TOLS UTIOAOLTIOUS ATIOPOLTOUS KAl va
HOLPAOTE(TE ATIOPELS KAl EKTIALSELTIKA ApOpa Ttov Bswpseite onuavtkd. H mpdofaon otnv Kowotnta
TIAPEXETAL ATIOKAELOTIKA 0TOUG oTtoudaoteg tou Skillbox.

Online Diploma in Secretary Skills
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4.1. Meprypadn Totomolnong & BeBalwor CUMUETOXNG

Me tnv eTtetuxn oAokAnpwon tou Test ASLoAOyNnoNG oto TEAOG Tou oslvapilov, Ba AdBete BeBailwon MapakoAouBnong
Motottompévou Mpoypdupatog Katd to tpotuto Quality Training Label etuutédouv Advanced tg ACTA -
TexvoBAaoTog AploTotéAsLlo MNavemotnuiov Oeccalovikng, evtdg evog unva amod to IST College oto email oag.

Quality Tramming Label

DIPLOMA IN SECRETARY SKILLS

eivail eykekpiuevo ammo nv ACTA A.E.obugova e 1o
mpoTuTTo Quality Training Label emiméSouv Advanced kai
TTAPEXETAI ATTO TO EKTTAISEVTIKO KEVTOO
IST COLLEGE

L€ KSIKO QTL-CERT-008-020

A

Avistotie Certification , )
Trm;mcg & Assesarment  AleuBOvev IvppovAoc Tnc ACTA AE.

R L pr— lo.)dvvng AV(SDOVIKi(SF]C

ou
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5.1. MeTA TNV 0AOKANPWON TOL TIPOYPAUMUATOS

To Online Diploma in Secretary Skills 6a evioxbosL aueoa Tig
85e€10TNTEC 0ag 0To TESIO TNG YPAUMUATELAKNG UTIOOTNPLENG UE
YVWOELS TIOL O UTIOPECETE VA £PAPUOOETE AUETA Kal Ba
TPOCSWOEL £VA ONUAVTLIKO £hO810 0TO BLoypadlko 0ag, WOTE
nadl PE TLG LTIOAOLTIEG YVWOELS /KAL TNV EUTELPLlA oag va
UTIOPELTE Va £pyaAcTELTE WG MPapuaTeag Atolknong 1 ot
FPAUPATELAKY) YTIOOTHPLEN ETALPELWV.
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5. ZUXVEG EPWTNOELG

MTtopw va TtapakoAouOnow tTa Hadnuata OTIOTE UTIoPW;

Ta padnuata Tov TPoYPANUATOS slval Kataveunueva os 4 eBSouadsc. Kabe eBfSouada Eekeldwvouy
OUVKEKPLUEVEG EVOTNTEG. MTIOpE(TE va TtapakoAouONnoeTe Ta padbnuata apyotepa Kat adpoul £Xouv
EekAeldWOoEL OAa 1] va AKOAOUBNOETE TOV TPOTIO TIAPAKOAOVONONG TIOUL TIPOTEIVOUUE, WOTE va
A€LOTIONOETE TIANPWS TA OPEAN TOL CEULVAPLOU KAl TNG TTAATHOPUAG HAG.

Mooo kooTlleL To TPOYPAMA; MapEXETAL TTAAVO TIANPWHWY;

To Online Diploma in Secretary Skills tou IST College kootilel 500€. Mapexetal n Suvatdtnta TPwv (3)
ATOKWYV 8OCEWV, AV ETUAEEETE TIANPWY MEOW TILOTWTIKNG KApTtag. Ot online Anpwueg oto Skillbox
TIEAYHATOTIOLOVVTAL HECW TOU CLOTAUATOS AoPpalwV TTANPwWHWY Tt Eurobank.

AKOAOULOELTAL KATIOLA TIOALTLKN EKTITWOEWV;

To Skillbox Ttapexetl ékmtwon 15% os oltnTteg & Avépyoud. H ékTttwon autn Sev LoXVEL OTav LTIAPXEL
EKTITWTLKY TN Early Bird os (pokaBoplopdévo SLacTnua Katd TG TIPWTES NUEPES EVAPENGS TWV EyYPADWV.

Mote AapBavw tnv Tiiototmoinon ACTA;

To Diploma in Secretary Skills elvat Tiiotomtoinuévo kata to potuto QTL Advanced g ACTA -
TexvoBAAoTOG ToL APLoTOTEAELOL MaveTloTNUiov O@s00aAoVIKNG. Mg TNV TLTUXT) OAOKATPWOT] TOU
teAKoL test a§loAoynong (60% srmtuyia), Oa AaBete tnv TLotomoinon o SLACTNUA EVOG UNVa PETA TNV
oAokAnpwon amo to IST College oto email TTou £xeTe SNAWOEL KATA TNV gyypadn cas. Na onuelwOel twg
UTtopElTe va eTtavaldPete 1o test 00eg GOPEG OEAETE HEXPL VA ETILTUXETE.

Mwg Ba pue wpeAnost To ogpwvapLo «Secretary Skills» - Advanced Certified Course by
ACTA;

H amoKnon SLOKNTIKWY YVWOEWV KAl 1) EVIOYXLON S£ELOTNTWY OTOUG TOPELS TWV SNUOCLWV OXECEWVY, TNG
ETIKOVWVLAG, TNG UTTOOTAPELENG TEAATWY, TNE APXELOBETNONG, TNGS SLAXELPLONG KPLOEWV Kal Xpovou Ba
Snutlouvpynoouv to L8aviko TtpodiA yia va StekSIknosTe pe 0Appog OE0ELS TTIOL aPopPOLV TN YPAUUATELD
Slolknong.
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