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Total 
Delivered 
Hours:

78.00

Total 
Learning 
Hours:

240
Private 
Study: 162

Delivery Options
Course typically offered: Standard Year Long

Component Contact Hours
Lecture 26.000
Tutorial 52.000

Grading Basis: 40 %

Assessment Details

Category Short 
Description

Description Weighting
(%)

Exam 
Duration

 Report AS1 2 written reports to be discussed
at meetings with personal tutor

60.0 0.00

 Reflection AS2 Self awareness task 10.0 0.00
 Presentation AS3 Individual coursework which will 

consider how a specific 
issue/problem could be 
managed

30.0 0.00

Aims

The module has been designed to prepare students for academic life at university 
and to engage the student in the preparation for future employability. This module 
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will provide the student with opportunities to gain and develop employability skills for 
future success in the business environment.

Learning Outcomes

After completing the module the student should be able to: 

 1 Write reports or essays on management issues in the required format suitable for 
the business environment

 2 Manage e-mail communication correctly and understand its use in the business 
environment

 3 Develop a basic cash flow statement for a new business using MS Excel
 4 Identify and reflect upon the following aspects of personal development: strengths 

and weaknesses, motivations and values, ability to work with others.
 5 Present financial information to an audience using MS PowerPoint
 6 Demonstrate knowledge and understanding of relational databases particularly 

regarding their use in Accounting Information Systems

Learning Outcomes of Assessments

The assessment item list is assessed via the learning outcomes listed:

 Report 1
  

2
  

3
  

 Reflection 4
  

 Presentation 5
  

6
  

Outline Syllabus

Managing e-mail communication effectively
Using advanced MS Word for writing reports
Referencing to the Harvard Referencing System
Using the on-line and library based university research tools - specifically the FAME
database for accounting information
Presentation skills with the emphasis on presenting numerical data using MS
PowerPoint linked to MS Excel
Using Microsoft Excel: basic and intermediate features
Introduction to SQL server and general database construction

The functions of management – planning, organizing, leading, controlling
The environment of management – the environment and corporate culture, 
globalization, managing ethics and social responsibility

Learning Activities

Lectures, tutorials
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Notes

This module provides a firm foundation for further undergraduate studies on the 
accounting and finance degree programme.

The assessment comprises three pieces of coursework to ensure that students 
receive ongoing formative feedback


