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Total Private
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Delivery Options
Course typically offered: Standard Year Long
Component Contact Hours
Lecture 24.000
Tutorial 24.000
Grading Basis: 40 %
Assessment Details
Category Short Description Weighting Exam
Description (%) Duration
Report AS1 Report 40.0
Presentation | AS2 Group Presentation 30.0
Essay AS3 Coursework 30.0
Aims

To prepare for study at Higher Education level.

To take responsibility for own learning.
To become competent in basic office software — Microsoft Word, Excel &

PowerPoint.

To use this competency in producing a Business Report and develop a Business

Presentation.

To develop academic writing skKill.
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To undertake a research exercise using appropriate tools and Referencing System
(System of reference nominated as IBS organisational standard).
To develop an understanding of the concepts of

Learning Outcomes

After completing the module the student should be able to:

Create and plan for own development (Personal Development Planning)
Locate sources of information using a range of techniques

Develop and deliver a presentation using presentation software

Work as part of a group

Demonstrate appropriate use of business software applications

Write a well structured and referenced report (using the Referencing System)
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Learning Outcomes of Assessments

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

Cw 2 5 6
Cw 2 3 4
Cw 1

Outline Syllabus

Concepts and strategies for Learning

Personal Development Planning

Research skills

Academic writing

Critical analytical thinking

Plagiarism, direct quote and paraphrasing information sources.
Reference System

Preparing to produce essays, reports, projects and dissertations
Introduction to Microsoft Word, Excel, PowerPoint for business
Revision and Exam preparation

Learning Activities

Lectures, workshops, on-line teaching materials and learning activities.
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Notes
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The module prepares the student for Higher Education and academic study.
Formative feedback for this module will be provided via in-class activities.
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