CERTIFICATE IN SECRETARIAL AND OFFICE MANAGEMENT vaOst_sW ,,,,,,,,,,,, £

TEVETA

Technical Education, Vocational and

Entreprencurship Training Authority

EXAMINATION TIME TABLE

SERIES: APRIL/MAY 2024

.

DAY/DATE | MORNING SESSION SUBJECT | TIME AFTERNOON SUBJECT | TIME
CODE SESSION CODE
MONDAY FREE 09:00 = 12:00 INTRODUGTION TO 14:00 = 17:00
HRS COMPUTERS - 755.5 HOURS

15/04/2024 THEORY
TUESDAY | INTRODUCTIONTO 09:00 = 12:00 EREE FREE FREE

COMPUTERS — 755.5 HRS
16/04/2024 | SN I TER
WEDNESDAY | ENTREPRENEURSHIP 755.7 09:00 — 12:00 COMMUNICATION | 755.4 12:00 = 17:00
710412024 HRS SKILLS HOURS
THURSDAY | FREE FREE FREE PRINCIPLES OF 755.6 14:00 — 17:00
18/04/2024 ACCOUNTS HOURS
FRIDAY OFFICE MANAGEMENT | 755.3 14:00 = 17:00 FREE FREE FREE
19/04/2024 HOURS
MONDAY PRODUCTION 09:00 — 12:00 FREE FREE FREE
22/04/2024 | TYPEWRITING STAGE |- | 755.2 HRS

35 WPM
TUESDAY PRODUCTION 7551 09:00 — 12:00 FREE FREE FREE
23/04/2024 TYPEWRITING STAGE Il — HRS

45 WPM
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TEVETA

Technical Education, Vocational and
Entreprencurship Training Authority

CERTIFICATE IN ADVANCED SECRETARIAL AND OFFICE MANAGEMENT PROGRAMME

EXAMINATION TIME TABLE

SERIES: APRIL/MAY 2024

YEAR |
DAY/DATE | MORNING SESSION SUBJECT | TIME AFTERNOON SUBJECT | TIME
CODE SESSION CODE
MONDAY FREE 09:00 — 12:00 INTRODUCTION TO 14:00 = 17-00
HRS COMPUTERS - 758.14 HOURS
15/04/2024 St
TUESDAY | INTRODUCTION TO 09:00 — 12:00 FREE FREE FREE
COMPUTERS — 758.14 | HRS
16/04/2024 | SOMPUTER
WEDNESDAY | ENTREPRENEURSHIP 758.16 | 09:00 =12:00 COMMUNICATION | 758.13 1400 = 17:00
— HRS SKILLS HOURS
THURSDAY | FREE FREE FREE PRINCIPLES OF | 758.15 1400 = 17:00
F— ACCOUNTS HOURS
FRIDAY OFFICE MANAGEMENT | 75812 | 14:00 = 17:00 FREE FREE FREE
19/04/2024 HOURS
MONDAY PRODUCTION 09:00 = 12:00 FREE FREE FREE
20/04/2024 | TYPEWRITING STAGE I— | 758.1 HRS
35 WPM
TUESDAY PRODUCTION 75841 [ 09:00 =12:00 FREE FREE FREE
23/04/2024 | TYPEWRITING STAGE |l — HRS

45 WPM
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TEVETA

Technical Education, Vocational and
Entreprencurship Training Authority
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EXAMINATION TIME TABLE s :
CERTIFICATE IN ADVANCED SECRETARIAL AND OFFICE MANAGEMENT PROGRAMME /

SERIES: APRIL/MAY 2024 YEAR I ~
DAY/DATE MORNING SESSION SUBJECT [ TIME AFTERNOON SESSION | SUBJECT TIME
CODE CODE
MONDAY FOUNDATIONS OF 758.24 09:00 — 12.00 HRS | FREE FREE FREE
MANAGEMENT
15/04/2024
TUESDAY FREE FREE FREE FREE FREE FREE
16/04/2024
WEDNESDAY | WORD PROCESSING 758.23 14:00 — 17:00 FREE FREE
HOURS
17/04/2024
THURSDAY | TYPEWRITING STAGE Ili 758.2 14:00 — 17:00 FREE FREE FREE
55 WPM HOURS
18/04/2024
FRIDAY TYPEWRITING STAGE IV 758.21 09:00 - 12:00 HRS | FREE FREE FREE
65 WPM
19/04/2024
MONDAY SHORTHAND SPEED 80 WPM | 758.25 09:00 - 09:45 HRS | FREE FREE FREE
220412024 SHORTHAND SPEED 100 WPM | 758.27 11:00 — 11:45 HRS
TUESDAY SHORTHAND SPEED 90 WPM 758.26 09:00 — 09:45 HRS | FREE FREE FREE
23/04/2024
SHORTHAND SPEED 110 WPM | 758.28 11:00 — 11:45 HRS
WEDNESDAY | SHORTHAND SPEED 120 WPM | 758.29 09:00 — 09:45 HRS | FREE FREE FREE
24/04/2024 11:00 — 11:45 HRS




DIPLOMA IN SECRETARIAL AND OFFICE MANAGEMENT _uxOO_Nb._s_sm

TEVETA

Technical Education, Vocational and

Entreprencurship Training Authority

EXAMINATION TIME TABLE

SERIES: APRIL/MAY 2024

YEAR Il

DAY/DATE | MORNING SESSION SUBJECT | TIME AFTERNOON SUBJECT | TIME

CODE SESSION CODE
MONDAY HUMAN RESOURGCE 7601 09:00-12:00 | FREE FREE FREE
15/04/2024 | NAGEMENT FIRS
TUESDAY | ORGANISATIONAL 76014 | 09:00—-12:00 | FREE FREE FREE
16/04/2024 | Do AVIOUR e
WEDNESDAY | BUSINESS LAW 76012 | 09:00—12:00 | FREE FREE FREE
17/04/2024 RS
THURSDAY | FREE BREE ) | FREE FINANCIAL 760.11 14:00 = 17:00
18/04/2024 ACCOUNTING HOURS
FRIDAY FREE FREE | FREE ECONOMICS 76013 14:00 = 17:00
19/04/2024 HOURS




TEVETA

Technical Education, Vocational and

e

Entrepreneurship Training Authority

EXAMINATION TIME TABLE L P8 Ry o
CERTIFICATE IN FOOD AND BEVERAGE SERVICE PROGRAMME ~..tYS4ka,
Series: APRIL/MAY 2024

DAY/DATE | MORNING SESSION SUBJECT | TIME AFTERNOON SUBJECT | TIME

CODE SESSION CODE
MONDAY FOOD SERVICE I 50.15 09:00-12:00 | FREE FREE FREE
15/04/2024 HRS
TUESDAY | SALES AND MARKETING | 50.11 09:00—12:00 | FREE FREE FREE
16/04/2024 2B
WEDNESDAY | ENTREPRENEURSHIP 50.13 09:00—12:00 | FREE FREE FREE
17/04/2024 HES
THURSDAY | FREE FREE | FREE SUPERVISORY 50.9 14.00 - 17:00
18/04/2024 STUDIES HOURS
FRIDAY LEGAL ASPECTS 50.12 09:00 —12:00 | BAR MANAGEMENT | 50.17 14:00 = 17:00
- HRS I HOURS
MONDAY FOOD AND BEVERAGE | 50.14  |09:00—12:00 | FOOD AND 50.14 14:00 = 17:00
22/04/2024 | SERVICE PRACTICALS HRS BEVERAGE HOURS

SERVICE

PRACTICALS
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TEVETA

Technical Education, Vocational and
Entreprencurship Training Authorivy
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DIPLOMA IN CHILD AND ADOLESCENT MENTAL HEALTH \ gt .I/.l/f i ‘
SERIES: APRIL/MAY 2024 e e g Y ::..,f.;n\
YEAR | A
DAY/DATE MORNING SESSION SUBJECT | TIME AFTERNOON SUBJECT | TIME i
CODE SESSION CODE
MONDAY FUNDAMNETALS OF 980.1 09:00 - 12:00 FREE FREE FREE
15/04/2024 CHILD AND ADOLESCENT HRS
MENTAL HEALTH
TUESDAY COMMUNITY MENTAL 980.4 09:00 - 12:00 FREE FREE FREE
16/04/2024 HEALTH HRS
WEDNESDAY | FREE FREE FREE
17/04/2024 COMMUNICATION 980.6 14:00 - 17:00
SKILLS HOURS
THURSDAY INTRODUCTION TO 980.5 09:00 — 12:00 FOUNDATIONS OF |980.3 09:00 - 12:00
18/04/2024 COMPUTERS HRS CHILD AND HRS
ADOLESCENT
FRIDAY CHILDREN AND 980.2 09:00 - 12:00 FREE FREE FREE
19/04/2024 ADOLESCENTS’ HRS
HUMAN RIGHTS
AND LAW




