AvVpa Avpakn, PhD otn Xtpatnyki Emkowwvia (ECMU, Brussels), MBA in International
Management (University of La Verne, California) kai mrtuxio amé to MNavtelo MNavemotnpio, e
e16ikevon otic Alebveic Ixéoelc. AlaBétel moAveTtr) SIOAKTIKN TiEipa O TOIKIAEG OEUATIKEG
€votNnTEG OMwG: PR & Event Management, Communication Skills, Crisis Management, Advertising,
Time Management & Stress Tolerance, Interpersonal Sensitivity, Planning & Organizing, Social
Networking, Presentation Skills, Personal - Assistant Manager, Creativity, Empowerment,
Persuasive Oral Communication, Customer Service, Quality Service Skills. Eival akadnpaikéd
pérog tou International Coach Federation (ICF), Tou Athens Institute for Education and
Research, Tn¢ ENAnVIKi¢ Etalpiag Anpociwv Xxéocwv Kal Tou lvatitoutou Emkovwviag.

Kupuakn Metividou, MBA amo To Victoria University of Technology tng Auotpahiag, B.Sc. otn
Awoiknon Emixelprioewv (Business Administration) pe e€eidikevon oto Marketing amdé to
Apepikavikd KoMéyto ENNadoc - Deree College. Epydotnke otn MehBoupvn oto Dandenong
Community School kat otn Myers Corporation. Me tnv emotpo®r| tnG otnv EANASa epydotnke
WG ETMTEANC OTOV TOUEA €PELVAC, OTNV AvAAUCN ayopdc, Yia SieBveic meAdTeC. ZruePa, SIGACKEL
padnuata Emyelpnotaknic Emkoivwviag, Opyavwolakng ZUPmePIpopAg Kal ANHociwy XxEoEwv
o1o KoAMéylo Deree. EmmAéov, €xel Swoel oepivapla pe Bepatoloyia amod To xwpo e Emkovwviag
Kat tn¢ Aloiknong Emixelpriocwv.

Xapng KapaouvAavng, M.A. (Sussex), ECP. Eivalr Yuxohdyog pe PeTAmTUXIaKY ekmaideuon
oTNV YUXOUETPIKNA a&loAdynaon, otnv emAoyr Kal avamtuén MPooWTTIKOU, 0T CUUBOUAEUTIKN
KaBw¢ kal oto oxedlaoud kaplépac. Amo to 1992 epyaletal we kabnyntng Yuxoloyiag Kat
£10NYNTNC CEMIVAPIWY CLVALCONUATIKAG VONUOCOUVNG, EMTIKOIVWVIAG KA TTPOOWTTIKAG AVATTTUENG
o€ IOIWTIKEC eTAIPEIEC, TPATECEC, VOOOKOEID, EKMAISEUTIKA I6pUaTA Kal AANOUG. EXEl OUVEPYAOTEL
ME eTalpeieg ekmaidevong mpoowmikoL (Ergonomia, SELECON, International Forum Training &
Consulting) kat pe 1o MoAepikd Nautikd otnv Yuyxohoytk a&loAdynon Kat Tnv emMAoyr Twv
umoPn@iwv AlwuaTikwy Kal Yrmalwpatikwy, emi oglpd etwv. Epydletal wg Z0pBoulog
Kapiépag kai Emayyehpatikou MNpocavatoAiopov amno to 1996.

HAiag Xot{oyAov, MSc otn Alaxeipion MAnpogopiwv (Information Management) amé T0
University of Sheffield tng MeydAng Bpetaviag, BSc otn Aloiknon Emixelpricewv (Business
Administration) pe e€eibikevon ota mAnpo@oplakd cuotruata (CIS) amd to ApepKaviko
KoA\éylo ENNGSoc¢ - Deree College. Amé 1o 1996 epydletal we KaBnynTtrnc TANPOMOPIKNG OTO
KOM\Eylo Deree. MapdAAnAa €XEl CUPHIETAOXEL WG EICNYNTAG OF EMAYYEAUATIKA OEUIVAPLA LIE
B¢ua T Baolkég apxEG TANPOMOPIKAG Kal TN Slaxeiplon MANPOPOPLIOKWY cuoTnUATWY. Ta
TeNeuTaia Xpovia €xel emkevipwOei otn Sidaokahia cuotnuatwy moAvpéowyv (Multimedia
Systems) kat otnv ene€epyaocia Sedopévwy eikovag, Bivteo Kat rixou.

lNa mAnpowopieg pumopeite va emkovwvnioeTe padi pag ota tThnAépwva
21060 85 789 kat 210 600 9800/9, ecwt. 1207 kau 1332.
lpageio 3112, Ayia Napaokeur), DEREE - Ktipto Emkovwviwv.

Ol eyypa@ég yivovTtal autompoownwe, TNAEPWVIKA péow @ag (210 608 1710),
ME NAEKTPOVIKO Tayxudpoueio (e-mail: scps@acg.edu) ) péow dtadiktuou otn SlevBuvon
www.acg.edu/scps

To kK6oTog MpokaTaBANETAL:
e X€ PETPNTA
» Me motwtikn kapta Visa, American Express, MasterCard
» Me katdBeon o€ Tpameikd Aoyaplacuo:
- Emporiki Bank: 87 42 45 11
- National Bank: 180 48 00 77 04
- Alpha Bank: 112 002 002 016 786

Ta ogpvapla xpnuatodotoluvrtal amod to mpdypappa 0,45% tou AAEK - OAEA.
> TOUG oUPUETEXOVTEG Ba XopnynOei MiotomoinTtiko EmayyeApatikwy Zmouvdwv — CPS.

DEREE - The American College of Greece is an Associate member of EUCEN (European
University Continuing Education Network) and an affiliate member of UPCEA (University
Professional and Continuing Education Association).

AMEPIKANIKO KOAAETIO EANAAOX
> XOAR Zuvexi{duevng & Emayyehpatikng Ekmaideuong
FpaPiag 6, 153 42 Ayia NMapaokeun
+ 210 600 9800, ecwt. 1207, 1332
+210608 5789 « Fax: + 210608 1710
ceps@acg.edu - www.acg.edu/scps

LOWE ATHENS

Certificate of Professional Study




Certificate of Professional Study in

Executive administrative assistants with emotional intelligence

O oKOTIOC TOU EKMAISEUTIKOU AUTOU TTPOYPAMUATOC Eival va TTPooPEPBOOUV Ol YWWUOEILS, Ol IKAVOTNTEC
Kat ot §e€16TNTEC TTOU amaITOUVTAL Yia va avTeEmeEENDEL EmMTUXNMEVA [ia oUYXPOVN YPAUMATEAS,
BonBdc Sioiknong iy personal assistant ota moAamAd kaBrikovTta TN epyaciac tne. Xtn SidpKela
Tou mpoypdupatog Ba Sibaxbolv emiong ouykekplpéveg HEBOSOL Kal TEXVIKEC, LE TIC OTOIEC
uImopoUuV va amoktnBouv Kat va BeATiwBoUv ol Tapamdvw IKAVOTNTEC, TOOO OE EMAYYEAUATIKO OO0

KOl O€ TIPOCWTTIKO eTimedo.

Ol CUMMETEXOVTEG, EQV TO EMOUOVY, UTTOPOUVV VA TIAPAKOAOUORCOUV UEPOVWEVES EVOTNTEC KAl VA
AaBouv BePaiwon MapakolouBbnonc. lNa tnv amoktnon tou [MotomoinTikol EmayyeApatikwv
Ymoudwv (CPS) amarteital n mapakoAouOnon OAwvV Twv eVOTHTWY. To EKMAIBEVTIKO TIPOYPAUMA

SlatiBetal kal o€ eTalpEiec, evOOETIXEIPNOIOKAL.

To mpoypaupa ancubuvetal oe personal kal executive assistants - ypappateic SievBuvtwy, mou
KaAoUvTal va urtooTnPi€ouv T Por TG KABNUEPIVIC EPYATIag TTEPAV TOU YPAUMATEIOKOU EMMESOU
KOl KOTA CUVETTELD TIPETTEL VA EVal O B0 VO KATAVONOOUV KAl VO EQAPOCOUV OPICHEVEC BACIKEC
apxéc dloiknong, opydvwaong kat nyeoiac. EmmAéov, n avamtuén cuvaiobnuatikig vonuoolvng
aOTEAE( IKAVOTNTA KABOPIOTIKAG ONUAGCIAC Yla TNV EMITUXNUEVN SlaxEiplon Twv Epyaciakwy

OXE0EWV KAl ATAITHOEWY AAAA Kal yia TNV EEA0QANION TNE TTPOCWITIKAG EMAYYENUATIKNG EMITUXIOG.

I. EMIXEIPHZIAKH EMIKOINQNIA
Business Communications

IpamntA Emkowvwvia (reporting, memos, letters/business correspondence)
HAektpovikn Emkowvwvia (email protocols: composing, forwarding etc)
Mpo@opikn Emkowvwvia (phone handling, reception skills, tele-conferencing)
Emayyehpatikég Zuvavtioelg (Business meetings)

Awaxeipion Apxeiwv (Records Management, filing)

Il. AEITOYPIIA KAl XPHXH HAEKTPONIKQN YIMOAOTIZTQN
Practical Computer Skills

Mpoxwpnuéveg Asrtoupyieg Eme€epyaoiag Ketpévou (Advanced Word Processing Functions)
Awaxeipion HAektpovikngc ANnAoypagiag kat Opyavwon Asdopévwy pageiou (Personal
Information Management Software)

Anpovpyia kat Xprion Aoytotikwv QUNwv (Spreadsheet Analysis Software)

Xprion Epappoywv Atadiktiou kat AoBrikevon Aedopévwy (Internet, Cloud Computing
and online storage)

Anpoupyia NMapoucidoswv (Graphics Presentation Software)

lll. MARKETING KAl AHMOZIEXZ XXEXEIX
Marketing & Public Relations

Baoikég Apxég Marketing
Anpooleg Xxéoelc: Ao tn Oswpia otnv Mpdén
Opydvwon EkdnAwoewv

IV. OPFTANQZIAKH XYMNEPI®OPA
Organizational Behavior

Texvikég Mapakivnong (Applied Performance Practices, Motivation)

AovAevovtag oe Ouddec (Team work)

EniAuon MpofAnpudtwv (Problem solving)

ARYn Amogpdaoswv kat NMpwtofouliwv (Decision Making/ Initiatives)

Emppon kat Kuptapyxia otov Epyaciakd Xwpo (Power and Influence in the Workplace)

Xelplopog ZuvaloBnudtwy (Workplace Emotions and Attitudes)

V. AIANTPOZQMIKEX XXEXEIX KAl ENATTEAMATIZMOX
Interpersonal Relations & Professionalism

E€umnpétnon Mehatwyv (Customer Service)
Mn Aektikn) Emkoivwvia (Body Language)
Manage your Boss

Kowwvikn Alammpoowmikr Aiktowaon (Social Networking)

VI. MPOZQMNMIKH ANANTY=H KAI ZYNAIZOHMATIKH NOHMOXYNH
Personal Competencies & EQ Skills

Alayeipion Xpovou: MpoBeauiec kal Mpotepaidtnte (Time Management)
Alayeipion Ztpec: Amodoon umo lMieon (Stress Management)
EmiAuon Zuykpouoewv (Conflict Resolution)

Life Self-coaching



