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Ivane Javakhishvili Tbilisi State University
Vocational Education Programme
Administrative Services Management
Contact Information
2 University Street, City of Tbilisi, Georgia
8 Nikea II Lane, City of Kutaisi, Georgia
Phone: 032 2 25 04 84
E-mail.: cve@tsu.ge
Webpage: https://www.tsu.ge/en/vocational-center 
Facebook.: www.fb.com/TSUVET 


Programme Overview
The Administrative Services Management programme is developed based on the national vocational education standard “Administrative Services” (Registration Code: 04.3.1). It aims to develop and implement a vocational education programme that prepares personnel competitive in both the local and international labour markets.

Qualification Awarded: Secondary Vocational Qualification in Administrative Services

ISCED Code: 0413 - Management and Administration
National Qualifications Framework (NQF) Level: 4 
National Classifier of Economic Activities Code: 82.19.0
International Standard Classification of Occupations - ISCO Codes: 3343 - Administrative and Executive Secretaries, 3341 - Office Supervisors.

Admission Requirements
· Completion of general secondary education

Programme Structure
The programme comprises 70 ECTS credits for Georgian-speaking students (52 study weeks) and 100 ECTS credits for non-Georgian-speaking students (74 study weeks). Georgian Language A2 and Georgian Language B1 modules are mandatory only for vocational students admitted through testing in Russian, Azerbaijani, or Armenian; for these students, instruction begins with the Georgian language modules.

General Modules 
	N
	Module Title
	Credits

	1
	Information Literacy
	2

	2
	Entrepreneurship
	4

	3
	Personal Skills and Interpersonal Communication
	2

	4
	Quantitative Literacy
	2

	5
	Civic Education
	2

	6
	Foreign Language
	3

	
	Total
	15



Professional Modules 
	N
	Module Title
	Credits

	7
	Introductory Practice – Administrative Services
	2

	8
	Preparation of Document Requisites and Forms
	3

	9
	Organization of Correspondence
	3

	10
	Preparation of Administrative (Directive) Documents
	5

	11
	Application of Normative Acts
	2

	12
	Production of Information-Reference Documents
	5

	13
	Administrative Assistance
	7

	14
	Working with Financial Documents
	2

	15
	Procurement and Supply
	5

	16
	Working with Written Text
	5

	17
	Preparation of Documents for Archiving
	4

	18
	Preparation of Organizational Document Drafts
	2

	19
	General Management Concepts and Personnel Documentation
	5

	20
	Practical Training (Work Placement) – Administrative Services
	5

	
	Subtotal
	55


Grand Total: 70 credits

Career Opportunities
Graduates are qualified to work in:
1. Public and private institutions, as a specialist of the relevant administrative structural unit;
1. Assistant to a head/manager.
Learning Outcomes
Graduates will be able to:
1. Plan meetings and business trips;
1. Manage the organization's document flow;
1. Manage the organization's procurement and supply;
1. Format document requisites and forms;
1. Prepare documents for archiving;
1. Prepare document drafts;
1. Conduct correspondence on various matters;
1. Plan personnel/human resource management matters.
Teaching and Assessment
1. The programme combines theoretical instruction with practical training;
1. Assessment is competency-based;
1. Both formative and summative assessment methods are applied;
1. Summative assessment result: Learning outcome confirmed / Learning outcome not confirmed.

Award of Qualification
The qualification is awarded by Ivane Javakhishvili Tbilisi State University upon:
1. Successful accumulation of at least 70 ECTS credits as specified in the programme;
1. Confirmation of all module learning outcomes.
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