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Introduction                                                                                                                                                    
This proposal seeks approval to offer a full-time three-year Bachelor of Business in Office 
Management & Administration, with an embedded award at Higher Certificate level. 

 
Summary of Proposal: 
The strategy of the Faculty of Business & Hospitality in AIT centres on the development, 
maintenance and delivery of a suite of business programmes that are consistent with the  
mission of Athlone Institute of Technology and the Institute of Technology sector as a 
whole.   AIT seeks to serve the needs of school leavers, lifelong learners and the business 
community in the midlands.                                                                                                                                      



 
This programme has been created to meet industry demands for qualified staff and to enhance 
graduates’ competence, skill and knowledge in the domain of Office Management & 
Administration. 
  
This programme will replace the existing Higher Certificate in Business in Office Management and 
Administration.  It will now be offered as a Bachelor of Business in Office Management and 
Administration (Level 7) to meet the educational and skills requirement for school leavers and 
lifelong learners who aspire to work in an administrative setting. The programme offers enhanced 
opportunities for students to progress their studies, develop their skills and knowledge and to 
address the growing demand for graduates who have acquired practical experience within an 
administrative / office setting. 
 
There is an embedded level 6 award within the programme to facilitate those learners who do 
not wish to complete a degree programme. This award will be conferred on learners achieving the 
learning outcomes associated with the embedded award. This is expected to occur on the 
completion of 120 credits at level 6 at the end of year 2 of the programme. The title of the 
embedded award is the Higher Certificate in Business in Office Management and Administration. 
 

Summary of Feedback from Reviewers  
 
Thank you for forwarding documentation for my consideration in relation to the BBS in Office 
Management & Administration.  I have reviewed the document and I am happy to recommend 
same, albeit with some minor areas for consideration, below: 

 

 Happy to see the development of a Level 7 in this discipline.  It may also be worth 
considering delivering this programme on a part-time basis through the Department of 
Lifelong Learning at AIT.  

 The applied nature of this programme is to be commended and reviewers are confident that 
it will deliver work-ready graduates for whom there is a requirement in industry.  

 The level of stakeholder consultation that has taken place is to be commended. 

 Pleased to see that advanced entry is available to candidates who have completed QQI   
Level 6 qualifications in the FET sector.  

 The inclusion of the embedded Level 6 award is to be commended. 

 This programme is very suitable for a full semester of work-placement in Semester 6.  It is 
noted that two shorter industry placements are being proposed, however, it is 
recommended that the proposers consider the option of a full semester work-placement if 
they have not already done so.  This may also be a better offering for organisations who take 
the students on placement.  It may also encourage more students to progress to third year as 
a full semester of placement would be very attractive and would be guaranteed to add value 
to them.  

 Surprised to see that Text Processing 1 &2 are not delivered in Semesters 1&2, 
respectively.  This core skill should be developed at the earliest opportunity and would 
contribute to student success in Computer Applications modules, also.  

 A module on Business Communications would be a good fit on this programme. 

 Desktop Publishing modules could be considered as these would further develop the applied 
skills of graduates.  

 It is recommended that the proposers consider including electives on Supply Chain and 
Project Management if these are available to share with other programmes. These may add 
value to students who do not wish to progress into roles in the Health sector – perhaps two 
dedicated modules on this content is unnecessary? 



 If the programme gathers sufficient traction in terms of intake and retention, the proposers 
should consider developing an add-on Level 8 award in this specific discipline.  

 Please note that the programmes schedules show all modules on the three years as being 
Level 6 – this should be reviewed and amended as necessary. 

 
It is found that the objectives of the programme are clear, appropriate and achievable, and the 
syllabus, teaching/learning and assessment methodologies are complete and unambiguous. It is 
noted also that programme outcome mapping has been completed satisfactorily. 
 
It is recommended to the Vice President Academic and Registrar, and through his office to 
academic council, the validation of the Bachelor of Business in Office Management & 
Administration Level 7 with an embedded award Higher Certificate in Business in Office 
Management & Administration Level 6, subject to the recommendations as outlined above. 
 

 
Mr Don Crowley 
Ms Deirdre Johnston 
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