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Course Resource Centre

https://www.advisory21.com.mt/download/undergraduate-diploma-in-business-
administration-resource-centre-october-2022

• policies and procedures

• information related to the study programme

• indicative schedule of each module’s lectures

• access to module’s, lectures’ plan (gradually populated)

• academy’s communications

• assignments’ titles

https://www.advisory21.com.mt/download/undergraduate-diploma-in-business-administration-resource-centre-october-2022/
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Assessment Methods
• Self-Assessment - 10%

• 20 multiple choice questions

• 1st session of each module and session 8

• In-Class Group Presentation - 20%

• 5 groups of 5

• Question/s to address - Course Resource Centre

• Reflective Notes - 5%

• About the in-class group presentation

• Assignment - 65%

• 1,200 words

• Question/s to address - Course Resource Centre



Click to edit Master title style

• Click to edit Master text styles
• Second level

• Third level
• Fourth level

• Fifth level

Undergraduate Diploma in Business Administration

Assessment Methods

• Module Assignment - 65%

• 1,200 words

• Re-Sit Assignment - 100%

• 1,700 words

• Project Assignment - 100%

• 7,000 words
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Choose a free car
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From the cover page of the Annual Report

A B C



Click to edit Master title style

• Click to edit Master text styles
• Second level

• Third level
• Fourth level

• Fifth level

Undergraduate Diploma in Business Administration

The Annual Report of a reputable car 
manufacturer
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Your Assignments
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Your Assignments

The function of a title or cover page is that it allows the reader to identify your work at a 
glance, but it can also help your assignments to look neater and more professionally put-
together.
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Submission Order

• Assignment Submission Form - indicate question yuo are answering

• Cover Page
• Contents Page
• Answer

• Times New Roman
• Size 12
• 1.5 line spacing
• Justified

• References
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Appearance
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Submitting Assignments
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Assignment Questions
What are the steps you follow 
after having received the 
assignment questions?
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Assignment Questions
• Read ALL the instructions

• Check deadline

• Read questions WELL

• Think about ALL of them
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Assignment Questions
You have decided which 
question to answer. What do you 
do next? 
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Keywords
Identify the key words in this assignment question?

Identify a product of your choice which has not been used 
or mentioned during any of the module’s sessions. Briefly 
describe the product and its use and apply a SCAMPER on 
the product. Your assignment should also include 
information on SCAMPER and the reasons for which it is 
used.
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Keywords
Identify the key words in this assignment question?

Identify a product of your choice which has not been used 
or mentioned during any of the module’s sessions. Briefly 
describe the product and its use and apply a SCAMPER on 
the product. Your assignment should also include 
information on SCAMPER and the reasons for which it is 
used.
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Keywords
Identify the key words in this assignment question?

You have been tasked with the development of a learning and 
development plan for a company of your choice. Present a 
report of how you will go about developing and implementing 
this plan, taking into consideration the various aspects involved 
in this process to ensure that any training identified and 
provided is effective.
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Keywords
Identify the key words in this assignment question?

You have been tasked with the development of a learning and 
development plan for a company of your choice. Present a 
report of how you will go about developing and implementing 
this plan, taking into consideration the various aspects involved 
in this process to ensure that any training identified and 
provided is effective.
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Report

Headings and subheadings: Reports are typically broken 
up into sections, divided by headings and subheadings, to 
facilitate browsing and scanning.

Use numbering

1. Heading
1.1 Sub Heading

1.1.1 Sub Sub Heading
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Keywords
Identify the key words in this assignment question?

Explain the principles and concepts of Financial Accounting, 
giving details and examples of each; their relevance; and any 
limitations that the application of such principles and concepts 
have on businesses in today’s world.
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Keywords
Identify the key words in this assignment question?

Explain the principles and concepts of Financial Accounting, 
giving details and examples of each; their relevance; and any 
limitations that the application of such principles and concepts 
have on businesses in today’s world.
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Research
What are the sources you are using to research the answers to 
the assignment question?
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Research
What are the sources you are using to research the answers to 
the assignment question?

• Lecture Notes
• Books
• Internet
• Google Scholar
• Journals
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Research
Lecture Notes

Explain the principles and concepts of Financial Accounting, 
giving details and examples of each; their relevance; and any 
limitations that the application of such principles and concepts 
have on businesses in today’s world.
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Research
Lecture Notes

Identify a product of your choice which has not been used 
or mentioned during any of the module’s sessions. Briefly 
describe the product and its use and apply a SCAMPER on 
the product. Your assignment should also include 
information on SCAMPER and the reasons for which it is 
used.
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Research
Books

You have been tasked with the development of a learning and 
development plan for a company of your choice. Present a 
report of how you will go about developing and implementing 
this plan, taking into consideration the various aspects involved 
in this process to ensure that any training identified and 
provided is effective.
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Online

Google Scholar
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Compiling Research Notes
What do you do once you find some of the information you 
need for your assignment?
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Compiling Research Notes
What do you do once you find some of the information you 
need for your assignment?

• Copy the note

• Take note of the source
• url
• isbn number
• doi number
• lecture slides date
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Putting the Notes Together
• Key Words
• Have all been addressed?
• Are they in a particular order?

• Paste notes in order
• Introduction
• Body
• Conclusion

• Still keep note of the source
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Paraphrasing Techniques
• Synonyms

one of two or more words or
expressions of the same language
that have the same or nearly the
same meaning in some or all senses

Example - StrenghtExample - Strenght

Power, muscle, force, intensity
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Paraphrasing Techniques
• Synonyms

the diagram below shows the
process by which bricks are
manufactured for the building
industry

the picture illustrates the way
bricks are made for the
construction industry

the diagram below shows the
process by which bricks are
manufactured for the building
industry
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Paraphrasing Techniques
• Use a different word form

Change:
nouns to verbs
verbs to nouns
adjectives to nouns

ExampleExample
consumption - consumed
terrify - terror
Ready - readiness
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Paraphrasing Techniques
• Use a different word form

the line graph below shows the
consumption of four kinds of meat
in a European country from 1979 -
2004.

the line graph below shows how
one European country consumed
four kinds of meat from 1979 -
2004

the line graph below shows the
consumption of four kinds of meat
in a European country from 1979 -
2004.
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Paraphrasing Techniques
• Change from active to passive

When a sentence is written in the
active voice, the subject performs
the action; in the passive voice, the
subject receives the action.

ExampleExample
Subject + Verb + Object
Object + Verb + Subject
Lakshmi painted the house
The house was painted by Lakshmi
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Paraphrasing Techniques
• Change from active to passive

the real estate developers invested
over €40 million into the
development of a new senior
living community

€40 million was invested in the
development of a new senior living
community

the real estate developers invested
over €40 million into the
development of a new senior
living community
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Paraphrasing Techniques
• Change the word order
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Paraphrasing Techniques
• Change the word order

the line graph below shows the
consumption of four kinds of meat
in a European country from 1979 -
2004.

the line graph below shows how
four different kinds of meat were
consumed over a 25-year period in
one European country.

the line graph below shows the
consumption of four kinds of meat
in a European country from 1979 -
2004.
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Paraphrasing Techniques
• Combine several techniques

• Synonyms

• Use a different word form

• Change from active to passive

• Changing the word order
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Paraphrase
There are some techniques to enhance divergent thinking and SCAMPER is 
one of them. SCAMPER is an acronym which was developed by De Bono. 
Every letter refers to a specific thinking process. S as substitute refers to 
figure out alternative ideas/objects instead of the existing idea/object. C as 
combine refers to form novel ideas by combining various and connected-
disconnected ideas. A as adapt/adjust refers to use/modify former ideas to 
create new ones. M as modify/minify/magnify refers to make changes on 
the present object by magnifying, minifying, modifying it. P as put to other 
uses refers to use an object in a different and preferably an unexpected 
concept/situation/place. E as eliminate refers to eliminate a part of the 
existing object on behalf of creating a better version of it or of figuring out 
the consequences of elimination. Lastly R as rearrange/reverse refers to 
rearrange or reverse present status/situations/orders/patterns with the 
aim of considering alternative ends, practices, ideas.
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Paraphrase
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Paraphrase
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Assignment Plan

Introduction

Content/Body

Conclusion

150

150

900
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Assignment Plan

Introduction

Conclusion

150

150

900

PAST

PRESENT

FUTURE

ASSERTIVE - Facts

DISCUSS - Research & Thoughts 

SUGGEST - Closure

Content/Body
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Assignment Plan

Introduction

Conclusion

150

150

900

Historical

Importance
Principles

Future looking 
summary

C
O

N
ST

IT
U

TI
O

N

Content/Body
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Referencing System
In text
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Referencing System

&

VS

Reference & Bibliography
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Referencing System
Undergraduate Diploma in Business Administration
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Referencing System
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Referencing System
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Referencing System

citethisforme.com
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Cover Page

Font Size

Line Spacing

Justified

Page Numbering

Text - 12pt
Titles - 14pt

Font
Times New Roman

1.5



Click to edit Master title style

• Click to edit Master text styles
• Second level

• Third level
• Fourth level

• Fifth level

Undergraduate Diploma in Business Administration

Table of Contents
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Report

Headings and subheadings: Reports are typically broken 
up into sections, divided by headings and subheadings, to 
facilitate browsing and scanning.

Use numbering

1. Heading
1.1 Sub Heading

1.1.1 Sub Sub Heading
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