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1. [bookmark: page4]GENERAL INFORMATION ABOUT THE EDUCATIONAL COMPONENT



	1.
	Name OK
	Strategic leadership and time management in administrative management

	2.
	Faculty/department
	Faculty of Economics and Management / Department of Public Administration and

	
	
	administration
	
	

	3.
	Status OK
	Selective
	
	
	

	4.
	Program/Specialty
(programs), component
which are OK for (filled in for mandatory OKs)
	
	

	
	
	
	

	
	
	
	
	
	

	5.
	The OK can be offered for (filled in for selective OKs)
	OP – Administrative Management
Specialty – D 3 “Management”
	

	6.
	Semester and duration
	The course is taught over the course of the 2nd academic year in the 3rd semester.

	
	study
	
	
	
	

	7.
	Number of ECTS credits
	5 credits (150 hours)
	
	

	8.
	Total hours and
	Contact work (classes)
	Independent work

	
	their distribution
	
	
	
	

	
	
	Lectures
	Practical
	Laboratory
	

	
	
	
	/seminar
	
	

	
	
	
	
	
	

	
	
	24
	24
	-
	102

	9.
	Language of instruction
	Ukrainian
	
	
	

	10.
	Teacher/Coordinator
	Stovolos Nadiya Borisivna
	
	

	
	educational component
	
	
	
	

	10.1
	Contact information
	Candidate of Economic Sciences, Associate Professor of the Department of Public Management and Administration, Office

	
	
	310 e
	
	
	

	
	
	E. address: stovolos-nb@ukr.net
	

	11.
	General description of the educational
	The discipline "Strategic Leadership and Time Management in Administrative Management" will contribute to the personal growth of students, increase their literacy and improve professional communicative competence for the formation of strategic thinking in the implementation of leadership qualities, as well as the effective use of time.
Considerable attention in studying the course is paid to the practical component, which is provided by conducting trainings, role-playing games, testing, discussions of various business situations, solving case problems, as well as by preparing and defending individual written works that represent their own models or concepts for solving problems.

	
	component
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	12.
	The purpose of education
	The goal is to master and consolidate strategic leadership and time management skills to increase the understanding of corporate culture among second-level higher education students, which involves understanding successful interaction as a key to success and a platform for implementing productive business relationships in modern business.

	
	component
	

	
	
	

	
	
	

	13.
	Prerequisites for studying OK,
	1. The educational component is based on the study of such disciplines as:

	
	connection with other educational
	conflictology and management psychology.
	

	
	components of the OP
	2. The educational component is the basis for professional internship and training

	
	
	qualification work.
	
	

	14.
	Academic policy
	Copying – the task will not be counted.
	

	
	virtue
	Use of prohibited substances during control measures – response
does not count.
Plagiarism – the assignment will not be counted.

	
	
	

	
	
	

	15.
	Keywords
	Communications with personnel, time management, leadership qualities, intercultural competencies, team collaboration, evaluation system, development system, psychological safety, effective feedback, team diagnostics, delegation, emotional intelligence, coaching approach.



	
	
	



2. [bookmark: page5]LEARNING OUTCOMES BY EDUCATIONAL COMPONENT AND THEIR RELATIONSHIP WITH PROGRAM LEARNING OUTCOMES
	Learning outcomes
	Program learning outcomes that the OK aims to achieve
	As

	for OK:
	(indicate the number according to the numbering given in the OP) 1
	is being evaluated

	After
	study
	PRN 7.
	PRN 10.
	
PRN11. Ensure personal professional development and planning of one's own time.
	RND

	educational
	component
	Organize and
	Demonstrate
	
	

	the student is expected to be
	carry out
	leadership skills and
	
	

	capable..."
	
	effective communications
	ability to work in
	
	

	
	
	within the team,
	team, interact
	
	

	
	
	with representatives
	with people, influence
	
	

	
	
	various professional
	on their behavior for
	
	

	
	
	groups and in
	solution
	
	

	
	
	international
	professional tasks.
	
	

	
	
	context.
	
	
	

	
	
	
	
	

	DRN 1. After studying
	x
	x
	
	Current
test
CONTROL,
situational
tasks

	educational component
	
	
	
	

	the student is expected to be
	
	
	
	

	know: the essence of strategic leadership, the qualities of a strategic leader, the development of an organization's leadership strategy, the formulation and implementation of a strategy, modern corporate leadership strategies.
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	DRN 2. After studying
	
	x
	x
	Modular

	educational component
	
	
	
	CONTROL

	the student is expected to be
	
	
	
	

	know: talent acquisition and its sustainability and building the talent needed by the organization, social responsibility of managers, situational and visionary leadership, time management system
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	DRN 3. After studying
educational component
the student is expected to be
be able to master the basic elements of "time management strategy", SMART goal setting technology, make decisions and control them
	x
	x
	
	Current
test
CONTROL,
solution
practical
cases

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	DRN 4. After studying
educational component
the student is expected to be
use ways to increase personal effectiveness, and effective time management strategies
	x
	x
	x
	Modular

	
	
	
	
	CONTROL,

	
	
	
	
	essay

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




3. [bookmark: page6]CONTENT OF THE EDUCATIONAL COMPONENT (COURSE PROGRAM)

	Topic.
List of issues to be addressed within the topic
	Distribution within total budget time
	Recommendation
given letter
tour

	
	Classroom work
	Stand alone
for work
	

	
	Luke
	Pz / seminar.
	
	

	TOPIC 1 THE ESSENCE OF LEADERSHIP STRATEGY AND INTERACTION WITH THE BUSINESS STRATEGY OF THE ORGANIZATION
1.1. Strategic Leadership. Definition and Qualities of a Strategic Leader
1.2. The essence of an organization's leadership strategy
1.3. Core competence of the strategy
	2
	2
	9
	1,4,7

	TOPIC 2 DEVELOPMENT OF LEADERSHIP STRATEGIES OF THE ORGANIZATION. LEADERSHIP DEVELOPMENT STRATEGIES
2.1. Developing an organizational leadership strategy
2.2. Developing a leadership development strategy
2.3. Organizational talent management 
	2
	2
	9
	2,4,10

	TOPIC 3 FORMATION OF LEADERSHIP POSITIONS OF THE COMPANY
3.1. Strategic decisions. Strategy formulation and implementation
3.2. Change management.
3.3. Business policy of the organization
3.4. Modern corporate leadership strategies
	2
	2
	8
	5,8,9

	TOPIC 4 ACHIEVING RESULTS AND BUILDING THE TALENT THE ORGANIZATION NEEDS
4.1. Talent acquisition and retention and building the talent the organization needs
4.2. Social responsibility of managers
4.3. Configurations of strategic management of the organizational structure  
	2
	2
	8
	1.7

	TOPIC 5 STRATEGIC HUMAN RESOURCE MANAGEMENT
5.1. Benchmarking in strategic human resource management
5.2. Situational leadership
5.3. Visionary leadership
	2
	2
	9
	3,12,17

	TOPIC 6. TIME MANAGEMENT. PHILOSOPHY OF TIME MANAGEMENT
6.1. The concept of "Time"
6.2. Time is a strategic resource for an organization and a person
6.3. Time management system 
	2
	2
	8
	3, 7

	TOPIC 7. PLANNING PRINCIPLES AND RULES
7.1. Goal setting, planning, execution
7.2. Basic elements of a "time management strategy"
7.3. SMART-TECHNOLOGY of goal setting
	2
	2
	9
	4,16,19

	TOPIC 8. DECISION-MAKING AND CONTROL
8.1. Features of strategic decisions
8.2. Manager's competence in time
8.3. Types of time management control
	2
	2
	8
	4.14

	TOPIC 9. MANAGER'S INTERPERSONAL COMMUNICATION SYSTEM
9.1. The effectiveness of communication in the system of individual psychological characteristics of the personality.
9.2. Typology of business personality qualities
9.3. Principles of rational organization of work in the office
	2
	2
	8
	5.21

	TOPIC 10. WAYS TO INCREASE PERSONAL EFFECTIVENESS
10.1. Self-organization and self-motivation
10.2. Personal competence in time
10.3. Personal rules for a “good” working day
	2
	2
	9
	7,13,14

	TOPIC 11. CORPORATE TIME MANAGEMENT.
SYSTEM OF SCIENTIFIC ORGANIZATION OF MANAGEMENT WORK
11.1. Personnel management. Team as a social object of management
11.2. Organization and self-organization of the manager's activities
11.3. Manager's work efficiency
	2
	2
	9
	14.19

	TOPIC 12. EFFECTIVE TIME MANAGEMENT STRATEGIES.
SUCCESSFUL PRACTICES OF WORLD LEADERS
12.1. Rethinking productivity: lessons from global CEOs
12.2. Innovative time management techniques
12.3. Integrating strategies for maximum effect
	2
	2
	8
	6,12,13

	Total per semester:
	24
	24
	102
	



4. TEACHING AND LEARNING METHODS

	DRN
	Teaching methods
	Number
	Teaching methods (which
types of educational activities
must be completed by the student
	Number

	
	(work to be carried out
	hours
	
	hours

	
	
	teacher during
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	classroom lessons,
	
	independently)
	

	
	
	consultations)
	
	
	
	
	
	
	
	

	
	
	
	
	

	DRN 1.
	Lecture, practical lesson,
	12
	Lecture notes
	26

	
	discussion, explanation, express-
	
	material, preparation
	

	
	poll
	
	presentations
	

	
	
	
	
	

	DRN 2.
	Lecture, practical lesson,
	12
	Lecture notes
	26

	
	discussion, explanation, work in
	
	material, preparation for
	

	
	small groups, express-
	
	presentation of practical
	

	
	poll
	
	tasks.
	

	
	
	
	
	

	DRN 3.
	Lecture, practical lesson,
	12
	Lecture notes
	25

	
	discussion, case method,
	
	material, preparation for
	

	
	express poll
	
	presentation of practical
	

	
	
	
	
	
	
	tasks, preparation
	

	
	
	
	
	
	
	presentations.
	

	DRN 4.
	Lecture, practical lesson,
	12
	Lecture notes
	25

	
	discussion, explanation, express-
	
	material, participation in
	

	
	poll
	
	discussions.
	

	Total hours
	
	
	
	
	48
	
	
	
	
	
	102

	
	
	
	
	
	
	
	
	
	
	
	





5. EVALUATION BY EDUCATIONAL COMPONENT
5.1. Summative assessment

5.1.1. For the assessment of expected learning outcomes, the following is provided:

	No.
	Summative assessment methods
	Points/Weight in the hall assessment
	Date of compilation

	1.
	Essay
	20/20%
	Up to 10 weeks

	2.
	IRZ 1 (individual situational task)
	10/10%
	Up to 5 weeks

	3.
	IRZ 2 (individual situational task)
	15/15%
	Up to 11 weeks

	4.
	Testing
	55/55%
	During the semester










5.1.2. Evaluation criteria
	
	
	
	
	
	
	
	
	

	
	Component
	
	Unsatisfactorily
	Satisfactorily
	
	Good
	
	Perfectly

	
	
	
	
	
	
	
	

	
	Essay
	
	
	<12 points
	12-14
	15-18
	19-20

	
	
	
	
	Requirements for
	Most requirements
	All done
	All requirements met

	
	
	
	
	the task is not
	completed, but some
	task requirements
	task,

	
	
	
	
	done
	missing components
	
	
	demonstrated,

	
	
	
	
	
	or not enough
	
	
	creativity,

	
	
	
	
	
	reveal, absent
	
	
	reflection,

	
	
	
	
	
	analysis of others
	
	
	proposed by itself

	
	
	
	
	
	approaches to the issue
	
	
	problem solving

	
	
	
	
	
	
	
	
	
	

	
	IRD 1
	
	
	<5 points
	5-6
	7-8
	
	9-10
	

	
	
	
	
	The task is not
	Method
	Task
	Complete task

	
	
	
	
	done
	The execution is correct, but
	done, but
	done. Errors

	
	
	
	
	
	existing significant
	exist
	missing

	
	
	
	
	
	mistakes
	insignificant
	
	

	
	
	
	
	
	
	mistakes
	
	

	
	IRD 2
	
	
	<7 points
	7-9
	10-12
	13-15

	
	
	
	
	The task is not
	Method
	Task
	Complete task

	
	
	
	
	done
	The execution is correct, but
	done, but
	done. Errors

	
	
	
	
	
	existing significant
	exist
	missing

	
	
	
	
	
	mistakes
	insignificant
	
	

	
	
	
	
	
	
	mistakes
	
	

	
	Testing
	
	0-8 points
	9-26
	27-49
	50-55

	
	
	
	
	Provided by the faithful
	Provided by the faithful
	Provided by the faithful
	Provided by the faithful

	
	
	
	
	the answer is no less than
	answer for 60% -
	answer to 75%-
	answer 90% and

	
	
	
	
	than 60% of tasks
	74% of tasks
	89% of tasks
	more tasks



5.2. Formative assessment:

	No.
	Elements of formative assessment
	Date

	
	
	

	1
	Testing using Kahoot after studying topics No. 1, 2, 4,7
	At the end of each topic

	
	
	

	2
	Filling out self-assessment information
	Upon completion of the relevant topic

	
	
	

	3
	Written feedback on the essay
	Within 1 week after execution

	
	
	

	4
	Verbal feedback from the teacher during the implementation of the IRP
	During the execution of the IRD

	
	
	



5.3. The evaluation scale in force at the University :

	Total points for all
	National scale assessment

	
	
	

	types of training
	For an exam, a course project
	for credit

	activities
	(work), practice, qualification
	

	
	works
	

	
	
	

	90 – 100
	perfectly
	

	
	
	

	82-89
	good
	

	
	
	enrolled

	75-81
	
	

	
	
	

	
	
	

	69-74
	satisfactorily
	

	
	
	

	60-68
	
	

	
	
	

	
	
	

	35-59
	unsatisfactory with the possibility of re-
	not accepted with the possibility of retake

	
	drafting
	drafting

	
	
	

	
	
	

	
	unsatisfactory with mandatory retake
	not counted with the mandatory

	0-34
	
	re-studying the discipline

	
	studying the discipline
	

	
	
	

	
	
	



6. [bookmark: page9]LEARNING RESOURCES (LITERATURE) Main literature

1. Botvina N. V. International cultural traditions: language and ethics of business communication: textbook. Kyiv:

ArtEk, 2008. 252 p.

2. Ethics of business communication: a textbook. T. B. Hrytsenko, S. P. Hrytsenko, T. D. Ishchenko, T. F.

Melnychuk, N. V. Chupryk, L. P. Anokhina. Kyiv: Center for Educational Literature, 2007. 344 p.

3. Business communications: basic concepts and forms. http://studopedia.org/10-159396.html .

4. Kovalynska I. V. Nonverbal Communication. Kyiv: Publishing House "Education of Ukraine". 2014. – 289 p.

5. Communication. https://uk.wikipedia.org/wiki/%D0%9A%D0%BE%D0%BC% D1%83%D0%BD%D1%96%D0%BA%D0%B0%D1%86%D1%96%D1%8F .

6. Conflicts, negotiations, stresses and communications. http://naub.oa.edu.ua/2010/osoblyvosti-manipulyatsiji111 svidomistyu-v-protsesi-komunikatsiji/

7. Kosenko Yu. V. Fundamentals of the theory of linguistic communication: a textbook. Sumy: SumDU, 2011. 282 p.

8. Kurevina I. O. Conflictology and negotiation theory: a textbook. Kyiv: Center for Educational Literature,

2012. 176 p.

9. Ethics of business relations: a textbook. O. Y. Lesko, M. D. Pryshchak, G. G. Ruzakova, O. B. Zalyubivska; Vinnytsia National Technical University. Vinnytsia, 2009. 187 p.

10. Intercultural communication. https://uk.wikipedia.org/wiki/Intercultural_communication.

11. Moral culture of communication. https://msn.khnu.km.ua/pluginfile.php/246811/mod_resource/c

ontent/1/topic%206%28h2%29%20l.pdf .

12. Why do you need business cards? http://cikavosti.com/navishhopotribni-vizitni-kartki/ .



13. Suggestive technologies of manipulative influence: a manual. V. M. Petryk, M. M. Prysyazhnyuk, L. F.

Kompantseva, E. D. Skulysh, O. D. Boyko, V. V. Ostroukhov – 2nd ed. Kyiv: CJSC VIPOL, 2011. 248 p.

14. Saytarly I. A. Culture of interpersonal relationships: a textbook. I. A. Saytarly. Kyiv: Akademvydav, 2007. 240 p.

15. Skibitska L. I. Organization of work of the manager: a manual. L. I. Skibitska. Kyiv: Center of educational literature. 2009.

16. The essence and means of nonverbal communication. http://studentam.net.ua/content/view/3467/97/ .

17. Interview techniques and methods. http://nauditor.com.ua/uk/component/na_archive/29 ? view=material.

18. Chmut T. K. Ethics of business communication: a textbook. 4th ed. Kyiv: Vikar, 2004. 224 p.

19. Shevchuk S. V. Ukrainian language for professional purposes. Kyiv: Alerta, 2011. – 696 p.

Methodological support
1. E-course "Strategic Leadership and Time Management in Administrative Management" https://cdn.snau.edu.ua/moodle/course/view.php?id=6022

Supporting literature
1. Peculiarities of conducting business negotiations. http://posibnyky.vntu.edu.ua/et_st/p5-2.html.
2. Peculiarities of manipulation of consciousness in the process of communication. http://naub.oa.edu.ua/2010/osoblyvosti-manipulyatsijisvidomistyu-v-protsesi-komunikatsiji/ .
3. Peculiarities of written business communication. http://www.dilovamova.org.ua/177.html.

Links to information resources on the Internet, video lectures, other methodological support
1. Official website of the Verkhovna Rada of Ukraine. – URL : www.zakon.rada.gov.ua .
2. Official website of the State Statistics Service of Ukraine. – URL: http://www.ukrstat.gov.ua/ .
3. Official website of the Cabinet of Ministers of Ukraine. – URL : www.kmu.gov.ua.
4. Official website of the Ministry of Education and Science of Ukraine. – URL: http://mon.gov.ua .
5. Official website of the Ministry of Social Policy of Ukraine. – URL: http://www.mlsp.gov.ua .
6. Official website of the Maksimovich Scientific Library. –bURL: http//www.lib- gw.univ.kiev.ua.
7. Official website of the National Library of Ukraine named after V.I. Vernadsky. – URL: http//www. nbuv.gov.ua.


Review of the work program (syllabus)
	Parameter by which the work program (syllabus) of the educational component is evaluated by the guarantor or a member of the project team
	Yes
	No
	Comment

	Learning outcomes for the educational component (DOL) correspond to the NQF
	x
	
	

	The learning outcomes for the educational component (DRL) correspond to the stipulated PRL (for mandatory OK)
	x
	
	

	Learning outcomes for the educational component make it possible to measure and assess the level of their achievement
	x
	
	



Member of the project group of the Public Administration and Management Organization Alina BRYCHKO_________________
       
			                                                                                                                             
	Parameter by which the work program (syllabus) of the educational component is evaluated by the teacher of the relevant department
	Yes
	No
	Comment

	General information about the educational component is sufficient
	x
	
	

	Learning outcomes for the educational component (DOL) correspond to the NQF
	x
	
	

	Learning outcomes by educational component (LE) provide an opportunity to measure and assess the level of their achievement
	x
	
	

	Learning outcomes (LOs) relate to student competencies, not to the content of the discipline (contain knowledge, skills, abilities, and not to the topics of the discipline curriculum)
	x
	
	

	The content of the OK is formed in accordance with the structural and logical scheme
	x
	
	

	Learning activity (teaching and learning methods) enables students to achieve expected learning outcomes (ELOs)
	x
	
	

	The educational component involves learning through research that is appropriate and sufficient for the appropriate level of higher education.
	x
	
	

	The assessment strategy within the educational component is in line with the University/Faculty policy
	x
	
	

	The provided assessment methods allow assessing the degree of achievement of learning outcomes by educational component.
	x
	
	

	The student workload is adequate to the volume of the educational component.
	x
	
	

	The recommended learning resources are sufficient to achieve the learning outcomes (LOEs)
	x
	
	

	The literature is relevant
	x
	
	

	The list of learning resources contains the software products necessary to achieve the DRL
	x
	
	



Lecturer of the Department of Public Management and Administration Olena SLAVKOVA
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