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Historical Perspective of the Jop Market
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- The Giobalization
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I - The Movement toward Organizational Ethics
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- Business plan.

| ~ Money (o found a small business.
- Customers. ”
- Management empioyees. .

- Keeping records.

FORMS OF BUSINESS ORGANIZATION
- Sole Proprietorship.
- Advanlaggs and Disadvantages of scle proprietorship.
- Partnerships.
- Advantages and disad.
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Intreduction

- Double entry system.

Joumnal entries .

* Inservice business.
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« FFundamentals and concepts of Mic

rosoft word processing :

- How to edit texts.
. Drawings and tables.
- Text arrangement.
- Equation editing.
- Project application.
~« Introduction to Microsoft Excel spread sheet:

% &

| ‘ - - Cells sizeadjustment movement and selection.
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- Functions and equation manipulation.
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irding with other office programs.

and first principles of dat: base systems:
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