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P.G. DIPLOMA IN  

TRANSLATION & SECRETARIAL PRACTICE IN ARABIC 

(FULL TIME) 
SYLLABUS & SCHEME 

 
Paper I : ART OF TRANSLATION 

 

Book Prescribed: 

�
��وت، ����نا�
��� �� �� ا����� ،�� ، دار ا��ا$# ا�"�! 
 

Continuous assessment: One assignment a month (10 a year) 

 
Paper II  : ART OF LETTER WRITING 

 
Book Prescribed: 

��وت، ����ن� ،�� ا�
��� �� ا�
�ا()ت ا��"�ر'�، دار ا��ا$# ا�"�! 
 

Continuous assessment: One assignment a month (10 a year) 

 
Paper III  : PRACTICAL CONVERSATION 

 
Book Prescribed: 

*��� ��*
�3�� ا� ���� وا12/*�0'�، دار و!/��� ا�.)ل، ���وت، ����نا�
,�د+� ا�   

 

Continuous assessment: One assignment a month (10 a year) 

 

Scheme and Pattern of Examination Paper 1, 2 & 3 

I  WRITTEN PAPER: First three papers - Each paper for 80 Marks 
 
Duration of examinations: First three papers of 80 marks each :  3 hours 

 

1. Short paragraph questions: 5 out of 7 of 4 marks each  20 marks 

2. Detailed paragraph questions: 5 out of 7 of 6 marks each  30 marks 

3. Essay questions: 2 out of 4 of 15 marks each  30 marks 

 

 

 

Paper IV       : COMPUTER APPLICATION AND SOFTWARES IN ARABIC 

 
Book Prescribed:  

��)�)Vرات ا�.
، ز!0م �1[�ون و!Zز]Zن، ]
�ن، اVردنا�,�(Zب وا���!"��ت ا�"�ھ0ة، ا�  

 

Continuous assessment: One assignment a month (10 a year) 

 Computer Practical test – one a month (10 a year) 
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Scheme and Pattern of Examination - Paper 4 

 Duration of examinations: Fourth paper of 40 marks : 1.5 hours 
 

1. Short paragraph questions: 5 out of 6 of 2 marks each  10 marks 

2. Detailed paragraph questions: 3 out of 4 of 5 marks each  15 marks 

3. Essay questions: 1 out of 2 of 15 mark 15 marks 

 Fourth paper   a) Computer Theory     40 Marks  
  b) Computer Practical  40 Marks  
 
  Total:  80 Marks 

II  VIVA VOCE : 1. Oral Interpretation 
a) Arabic-English  40 Marks 

b) English-Arabic   40 Marks 

   2. General 20 Marks 
  Total:  100 Marks 

III Continuous assessment:  

Assignments must be written every month for each paper in 
separate Note book and must be presented to the Head of the 
Department every month for counter signature on it and the 
council of teachers together will evaluate the total performance 
at the end of the year and the internal marks for each paper for 
each student will be granted collectively. 

Maximum of Internal marks for each paper is 20 making the total of each paper 
100 marks.   
 

Minimum pass mark for 3 written papers is 28 and for each and continuous 
assessment 7 marks.  
 
Regarding 4th paper minimum pass mark for computer theory 14 marks, 
computer practical 14 marks and continuous assessment (Internal) 7 marks. 

 
Aggregate total marks of the course = 500 

   Minimum for a pass (35%), 175 Marks 

Second Class 50% 

First Class 60% 
SCHEDULE OF CLASS HOURS 

5 hours a day     

4 days a week  
 
Paper I  6 hours a week x 10 months   

Paper II  4 hours a week x 10 months 

Paper III  4 hours a week x 10 months 

Paper IV 

     Computer theory    2 hour a week x 10 months 

     Practical 3 hours a week x 10 months 

 Seminar 1 hour a week 
 
 Total: 20 hours a week    


