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Thursday 20 April 2023 Introductions
The Academy

Saturday 22 April 2023 Staying in Malta

Monday 24 April 2023 The Study Programme
Self Assessments
Assignments
Reflective Diary

Thursday 27 April 2023 Using Power Point 
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• Assignment - Research & Writing

• Presentations - Pitch and Sales

Relevance to the Study Programme
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• Undergraduate Diploma in Business Administration

• MQF Level 5

• 60 ECTS

• 7 modules

• 6 exit awards

The Study Programme
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• Knowledge

• understand the origins of business administration and management, the basis of economics 
and the various methodologies of Management including strategic management

• understanding theories and strategies for the development of a superior business model
including the appreciation and understanding of the difference between creativity and 
innovation

• appreciate the importance of financial analysis including being able to evaluate an enterprise

• comprehend basic models of marketing, market research principles and practices become 
aware of the importance of Human Resource Management and organisational behaviour, 
including purposes and roles of planning, recruitment, structuring, leading, and influencing in an 
efficient and cost-effective system. 

• be made aware of and comprehend the external and internal environments in which a 
business operates

• be able to manage data and understand the implications of data management

• apply and engage in appropriate research methods and methodologies 

MQF Level 5
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• Skills

• create and come up with necessary proposals studies and business models for goods and 

services 

• apply financial principles and be able to prepare forecasts including identifying factors 

important for a financial analysis

• explain, evaluate, and define marketing and research principles and practices

• identify and evaluate business models, strategic issues, and market factors

• understand evaluate and assess the needs for effective Human Resource Management

• assess and identify various data privacy compliance requirements 

• prepare and carry out structured research

MQF Level 5
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• Competences

• draft reports and effectively plan for a start-up

• analyse, formulate, and compute financial documentation

• being able to use various research methodologies and understanding different facets of 

marketing

• apply management tools and techniques for effective strategic management

• analyse and understand Human Resource Management including necessary 

improvements and the adaptation of different models

• understand an organisation’s requirements for policies and procedures and taking lead on 

data privacy protection

• be able to conduct a research and apply practical theories and models

MQF Level 5
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60 ECTS

Creating a Business 8

Financial Analysis 8

Marketing and Research 8

Strategic Management 8

Human Resource Management 8

Managing data and its implications 8

Research Project 12

1,500 hours
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Modules & Time Table

Monday sessions: 09:30 to 12:30hrs

Wednesday sessions: 17:30hrs to 20:30hrs 

Saturday sessions: 09:00hrs to 17:00hrs
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Modules & Time Table

Summer Recess: 30 July 2023 - 16 August 2023

Christmas Recess: 20 December 2023 - 5 January 2024

Easter Recess: N/A

In-between Modules: No Wednesday Session
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Session 01: Saturday 8 hours

Session 02: Wednesday 3 hours

Session 03: Saturday 8 hours

Session 04: Wednesday 3 hours

Session 05: Saturday 8 hours

Session 06: Wednesday 3 hours

Session 07: Saturday 8 hours

Session 08: Wednesday 3 hours

Session 09: Saturday 3 hours

Session 10: Wednesday 3 hours

Session 11: Saturday 3 hours

Modules & Time Table

Face to Face Hours - 41 hours

Supervised Hours (about assessment methods)

Monday sessions: 09:30 to 12:30hrs

Presentations

Self Assessment Sitting 1

Self Assessment Sitting 2
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Course Resource Centre

https://www.advisory21.com.mt/download/undergraduate-diploma-in-business-

administration-resource-centre-april-2023

• policies and procedures

• information related to the study programme

• indicative schedule of each module’s lectures

• access to module’s, lectures’ plan (gradually populated)

• academy’s communications

• assignments’ titles

https://www.advisory21.com.mt/download/undergraduate-diploma-in-business-administration-resource-centre-october-2022/
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Assessment Methods

• Self-Assessment - 15%

• 20 multiple choice questions

• 1st session of each module and session 8

• In-Class Group Presentation - 20%

• 2 groups of 5

• Question/s to address - Course Resource Centre

• Reflective Notes - 10%

• About the in-class group presentation

• Assignment - 55%

• 1,200 words

• Question/s to address - Course Resource Centre
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Self Assessment

• During the first sitting choose what you believe is the correct

answer for each of the 20 questions by ticking the box on the

right next to the correct answer in Column A ONLY.

• In the second sitting you MUST either confirm your answer by

ticking again the same box but in Column B or tick a new box next

to what you now believe is the correct answer in Column B.

Correct answer in Session 1 receives 1 point

Correct answer in Session 2 confirming answer in Session 1 additional 1 point

Correct answer in Session 2 correcting wrong answer in Session 1 receives 2 points

Wrong answer in Session 2 with wrong answer in Session 1 receives O points

Wrong answer in Session 2 with correct answer in Session 1 receives -1 points
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Self Assessment

  



  


0 0 0

2

1 1 1
-2
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Self Assessment

• Maximum score 40

• Weighted 15
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Assignment

• Student’s understanding of the subject

• Presentation

• Uniqueness (no plagiarism)

• Appropriate citations
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Student’s understanding of the subject

• Assignment Submission Form
• the due date

• the word limit
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Student’s understanding of the subject

• Assignment Submission Form

• Choose which question to answer

• Read it well and understand it

• Identify keywords
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Understanding Assignments
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Assignment Questions

What are the steps you follow 

after having received the 

assignment questions?
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Assignment Questions

• Read ALL the instructions

• Check deadline

• Read questions WELL

• Think about ALL of them
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Assignment Questions

You have decided which 

question to answer. What do you 

do next? 
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Keywords

Identify the key words in this assignment question?

Identify a product of your choice which has not been used 

or mentioned during any of the module’s sessions. Briefly 

describe the product and its use and apply a SCAMPER on 

the product. Your assignment should also include 

information on SCAMPER and the reasons for which it is 

used.
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Keywords

Identify the key words in this assignment question?

Identify a product of your choice which has not been used 

or mentioned during any of the module’s sessions. Briefly 

describe the product and its use and apply a SCAMPER on 

the product. Your assignment should also include 

information on SCAMPER and the reasons for which it is 

used.
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Keywords

Identify the key words in this assignment question?

You have been tasked with the development of a learning and 

development plan for a company of your choice. Present a 

report of how you will go about developing and implementing 

this plan, taking into consideration the various aspects involved 

in this process to ensure that any training identified and 

provided is effective.
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Keywords

Identify the key words in this assignment question?

You have been tasked with the development of a learning and 

development plan for a company of your choice. Present a 

report of how you will go about developing and implementing 

this plan, taking into consideration the various aspects involved 

in this process to ensure that any training identified and 

provided is effective.
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Keywords

Identify the key words in this assignment question?

Explain the principles and concepts of Financial Accounting, 

giving details and examples of each; their relevance; and any 

limitations that the application of such principles and concepts 

have on businesses in today’s world.
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Keywords

Identify the key words in this assignment question?

Explain the principles and concepts of Financial Accounting, 

giving details and examples of each; their relevance; and any 

limitations that the application of such principles and concepts 

have on businesses in today’s world.
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Preparing Assignments
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Assignments
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Assignment Plan

Introduction

Content/Body

Conclusion

150

150

900
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Assignment Plan

Introduction

Conclusion

150

150

900

PAST

PRESENT

FUTURE

ASSERTIVE - Facts

DISCUSS - Research & Thoughts 

SUGGEST - Closure

Content/Body
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Assignment Plan

Introduction

Conclusion

150

150

900

What is SCAMPER and use

Product and its use

Apply SCAMPER

Benefits of the

new product

S
C

A
M

P
E

R

Content/Body
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Sources

• Resource Centre

• Lecture Notes/Slides

• Books - suggested reading lists

• Online



Click to edit Master title style

• Click to edit Master text styles

• Second level

• Third level

• Fourth level

• Fifth level

Undergraduate Diploma in Business Administration

Resource Centre
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Resource Centre
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Lecture Notes/Slides
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Lecture Notes/Slides

Overview
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Books - suggested reading lists

Text Scanner OCR
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Online

Google Scholar
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Online

• Check that sources are reliable

• Undergraduate Diploma in Business Administration

• Avoid Wikipedia

• Use keywords
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Online



Click to edit Master title style

• Click to edit Master text styles

• Second level

• Third level

• Fourth level

• Fifth level

Undergraduate Diploma in Business Administration

Online
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Online
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Online
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The Rubric
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The Rubric
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Submission Order

• Assignment Submission Form - indicate question you are answering

• Cover Page

• Contents Page

• Answer
• Times New Roman

• Size 12

• 1.5 line spacing

• Justified

• References
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Choose a free car



Click to edit Master title style

• Click to edit Master text styles

• Second level

• Third level

• Fourth level

• Fifth level

Undergraduate Diploma in Business Administration

From the cover page of the Annual Report

A B C
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The Annual Report of a reputable car 
manufacturer
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Your Assignments

The function of a title or cover page is that it allows the reader to identify your work at a 
glance, but it can also help your assignments to look neater and more professionally put-
together.
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Cover Page
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Cover Page
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Cover Page



Click to edit Master title style

• Click to edit Master text styles

• Second level

• Third level

• Fourth level

• Fifth level

Undergraduate Diploma in Business Administration

Cover Page
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Referencing System
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Referencing System

In text
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Referencing System

&

VS

Reference & Bibliography
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Referencing System

Undergraduate Diploma in Business Administration
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Referencing System
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Referencing System
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Referencing System

citethisforme.com
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Cover Page

Font Size

Line Spacing

Justified

Page Numbering

Text - 12pt

Titles - 14pt

Font

Times New Roman

1.5
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Table of Contents
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Report

Headings and subheadings: Reports are typically broken 

up into sections, divided by headings and subheadings, to 

facilitate browsing and scanning.

Use numbering

1. Heading

1.1 Sub Heading

1.1.1 Sub Sub Heading
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Assignment

• Maximum score 100

• Weighted 55
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• Reflection is a purposeful activity in which you analyse

experiences, or your own practice/skills/responses, in 

order to learn and improve.

Reflective Notes
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It is not sufficient to have an experience in order to learn. 

Without reflecting on this experience it may quickly be

forgotten, or its learning potential lost.

Graham Gibbs 1988

Reflective Notes

Gibbs, G (1988). Learning by doing: a guide to teaching and learning methods.

Oxford: Further Education Unit, Oxford Polytechnic.

”
“
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What did I learn? 100 words 10 marks

What went well? 100 words 10 marks

What could I have done better? 100 words 10 marks 

Long-term implications 200 words 20 marks

Reflective Notes
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• Download Template from Resource Centre

• Use in Word format

• Submit in pdf before Presentation Date

Reflective Notes
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Presentation

• Maximum score 50

• Weighted 10
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