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HIGHER TECHNICIANHIGHER TECHNICIANHIGHER TECHNICIANHIGHER TECHNICIAN IN BUSINESS ADMINISTRATION AND FINANCE IN BUSINESS ADMINISTRATION AND FINANCE IN BUSINESS ADMINISTRATION AND FINANCE IN BUSINESS ADMINISTRATION AND FINANCE    
(LOE)(LOE)(LOE)(LOE)    

PROFESSIONAL MODULES 
 code name 

DURATION CREDITS 
ECTS 

MP0179 English 160 hours 7 

MP0647 Management of legal and corporate documents 80 hours 6 

MP0648 Human resources and CSR (Corporate Social 

Responsibility) 

80 hours 6 

MP0649 IT 240 hours 12 

MP0650 Management of commercial activities 133 hours 11 

MP0651 Communication and consumer service 160 hours 12 

1
º 
ye
a
r 

MP0658 Professional training and guidance 107 hours 5 

TOTAL HOURS 1º 960 hours  

MP0652 Human resources management 105 hours 6 

MP0653 Financial management 123 hours 7 

MP0654 Accounting and taxation 157 hours 7 

MP0655 Logistic and commercial management 105 hours 6 

MP0656 Business simulation 140 hours 8 

MP0657 Project on Business Administration and Finance  26 hours 5 

2
º 
ye
a
r 

MP0660 On the job training 384 hours 22 

TOTAL OFFICIAL HOURS 2º  1040 hours  



 

 

 
 
 
 
 
 
 
 

 

 

 

 

ADVANCED SECRETARIAL EXPERT ADVANCED SECRETARIAL EXPERT ADVANCED SECRETARIAL EXPERT ADVANCED SECRETARIAL EXPERT (LOGSE)(LOGSE)(LOGSE)(LOGSE)    

PROFESSIONAL MODULES 
 code name 

DURATION 

CS0056 Communication and professional relations 80 hours 

CS0063 Organization of the service and secretarial work 80 hours 

CS0072 Data management 110 hours 

CS0058 Drafting and presenting documents and information 185 hours 

CS0622 Foundations of law 55 hours 

CS0062 Foreign Language (english) 130 hours 

CS0069 Second Foreign Language (french) 130 hours 

CS0FOL Occupational training and guidance 55 hours 

1
º 
ye
a
r 

CS0067 Integrated Project 135 hours 

2º year CS0061 Training at work 340 hours 

TOTAL HOURS  1300 hours 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

TTTTECHNICIAN IN ADMINISTRATIVE MANAGEMENTECHNICIAN IN ADMINISTRATIVE MANAGEMENTECHNICIAN IN ADMINISTRATIVE MANAGEMENTECHNICIAN IN ADMINISTRATIVE MANAGEMENT (LOE) (LOE) (LOE) (LOE)    

PROFESSIONAL MODULES 
 code name 

DURATION 

MP0156 Foreign Language: English 160 hours 

MP0438 Buying and selling administrative operations 133 hours 

MP0440 Electronic Data processing 267 hours 

MP0441 Accounting techniques 133 hours 

MP0448 Auxiliary operations for cash management 160 hours 

1
º 
ye
a
r 

MP0449 Professional training and guidance 107 hours 

TOTAL HOURS 1º 960 hours 

MP0437 Business Communication and customer service 123 hours 

MP0439 Companies and Public Administration 123 hours 

MP0442 Human Resources Administration Operations 123 hours 

MP0443 Treatment of accounting documentation 105 hours 

MP0446 A business experience in the classroom 156 hours 

2
º 
ye
a
r 

MP0451 On the job training 410 hours 

TOTAL HOURS 2º 1040 hours 


