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European E-Commerce Assistant

Course Organisation

Basic Module
6 topics

Core Module E-Commerce
(including e-business) in the IT field

Qualifications in Specific Functions

Module Option
2 possible topics
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Preliminary Remarks

Eligible to become a European E-Commerce Assistant is:
- an employee of a medium-sized business.
- a student/pupil with relevant previous knowledge.

- a person who is able to provide proof of relevant previous knowledge.

The European E-Commerce Assistant has:

- fundamental knowledge of the following areas:
Ecomonics and Business Administration
Legal Basics (IT Law)
Marketing / Distribution
Project Organisation and Management
Communication and Presentation

taking into consideration European concerns.
- command of the relevant English vocabulary in the above-mentioned areas.

- sound knowledge of e-commerce from the European viewpoint.

The European E-Commerce Assistant

- is a qualified specialist with comprehensive competence in a particular area
of a business.

- has the capability to develop e-commerce applications.
- supports management in placing the business in the World Wide Web.
- knows the various market structures in Europe.

- works in a medium-sized business.

The European E-Commerce Assistant is someone who has passed the examinations in each of
the modules.
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Catalogue of Learning Objectives

Cognition

Insight:

Overview:

Knowledge:

Expertise:

Skills (active)

Ability:

Proficiency:

Mastery:

into sections of a field of knowledge

of the relationship between important components

requires a more sophisticated understanding of the subject matter as well as
an emphasis on the relationships within the material

means having a confident and independent command of numerous details and
their relationships to each other

generally refers to the skills acquired through the practice of particular methods

requires thorough competence and effortless expertise

means having a confident and independent command of the skills
acquired through training and experience

Problem Recognition

Awareness:

Understanding:

Comprehension:

of the essential aspects of a problem

the problem and finding a solution

a solution to the problem is verified and accepted if applicable
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Structure of the
training plan

EECA Option module 1 EECA Option module 2

EECA Core module

EECA Basic module 1 to 6

P e

EECA
TEST

=N

Cognition Skills Problem recognition
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Distribution of course hours — German example

Remarks: Basically the course hours are distributed according to various
parameters. These can be, among others, previous knowledge, focal point or
professional experience of the particular group. It is therefore not possible to make a
general distribution of the course hours in such a way as to meet the aims and needs
of all groups. Thus, the following may only be viewed a s a guideline.

Course Hours

Basic Module

Module 1: Business Administration Basics approx. 20
Module 2: Legal Basics approx. 40
Module 3: Marketing / Distribution approx. 30
Module 4: Project Management approx. 30
Module 5: Technical English approx. 40-60
Module 6: Communication / Presentation approx. 20
Core Module approx. 120

Module Options

Module Option 1: E-Commerce Applications Development approx. 160
Module Option 2: Web Design und Web Management approx. 120
Students who have successfully completed the individual courses meet the

requirements (in the appropriate specialist profile) necessary for person certification
according to ISO 17024.
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Basic Module 1: Economics and Business Administration Basics

Learning Objectives No. Contents Remarks
Overview of economics 1 Economics
Overview of the background 1.1 Basic principles of economics
of economics 1.1.1  Efficient economic behaviour
1.1.2 Increasing significance of knowledge
as a factor in production
1.1.3 Increasing significance of capital as
a factor of production
1.1.4 Market globalisation
1.1.5 The importance of research and
development to production and
competitiveness
Overview of government 1.2 Function of government
1.2.1  Economic policy objectives:
Functions and responsibilities
1.2.2 Freedom of information
1.2.3 Government / business relations
Overview of changes in the EU 1.3 Changes through integration and
enlargement of the EU
1.3.1  Economic significance of the EU
1.3.2 Opportunities and risks resulting from
the single market
1.3.3 The evolution of the role of the
employer
Mobility and flexibility as basic
requirements for the employer
Overview of the opportunities 1.4 Opportunities in the
for employees in the IT field IT field
1.4.1 Regional, national and international
markets
Overview of e-macroeconomics 1.5 E-macroeconomics
1.5.1 Globalisation
1.5.2  Electronic economy
Overview of insurance in 1.6 Insurance in electronic commerce
electronic commerce
1.6.1  Characteristics of insurance
1.6.2 Insurance products for EC
© Leonardo Projekt Nr. D/01/B/F/PP-112352 7/22
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Basic Module 1: Economics and Business Administration Basics

Learning Objectives No. Contents Remarks
Overview of business 2 Business Administration
administration
Overview of the background 2.1 Basic principles of business
of business administration
General background of business
administration
Overview of the practice of 2.2 Practice of management accounting
financial management and control
221 Methods
222 UseoflIT
2.2.3 Analysis and interpretation of EDP data
Overview of controlling methods 2.3 Controlling
2.3.1  Controlling methods
2.3.2 Useof IT in controlling
2.3.3 Analysis and interpretation of EDP
data in controlling
Overview of the data for 2.4 Providing data for administrative
administrative decisions decisions
2.4.1 Obtaining data
24.2 IT as aid in compiling data
2.4.2.1 Dissemination of the data
2.4.2.2 Possible uses of the Internet
2.4.3 Processing of EDP-created data for
management personnel
Overview of in-house 2.5 Early warning systems
early warning systems
2.5.1 Early recognition of mistakes caused
by incorrect administrative decisions
2.5.2 Use of IT as necessary aid
Overview of the opportunities 2.6 IT use as opportunity for the company
resulting from IT use in the
company 2.6.1 Internet — a new market
2.6.2 IT —a new marketing concept
2.6.3 In-house flow of information
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Learning Objectives No. Contents Remarks
Overview of human 3 Human Resource Development
resource development
Overview of the methods 3.1 Personnel planning
of personnel planning
3.1.1  Determining personnel requirements
3.1.2 Personnel Marketing
Overview of the special 3.2 Personnel development and training
significance of systematic
personnel development for 3.2.1  Determining personnel development
the IT field needs
3.2.2 Choosing appropriate methods of
personnel development
3.2.3 Transfer and evaluation of applied
methods
3.2.4 Morale, welfare and motivation
3.2.5 Compensation policies
3.2.6 Dispute resolution
3.2.7 Organisational development
Overview of personnel 4 Personnel Management Basics
management basics
Overview of the methods and 4.1 Leadership and motivation
tools used in leadership and
teamwork 4.1.1 Leadership functions
4.1.2 Leadership styles in a situational
context
4.1.3 Performance readiness and
motivation
4.1.4 The team as a performance unit
4.1.5 Conflict resolution
4.1.6 Behavioural modification
Overview of virtual 4.2 Characteristics of virtual management
management
4.2.1 Managing virtual teams
4.2.2 Problem solving
Overview of logistical 5 Logistical Management
management
5.1 Supply chain management
5.2 Procurement and public tendering
5.3 Transport and warehouse-
management
54 Inventory control
5.5 Lean manufacturing principles
5.6 Production management and control
5.7 Quality assurance methods
5.8 Distribution
© Leonardo Projekt Nr. D/01/B/F/PP-112352 9/22
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Basic Module 1: Economics and Business Administration Basics

Learning Objectives No. Contents Remarks
Overview of facility 6 Facility Management
management
6.1 Mechanical Engineering
6.2 Electrical Engineering
6.3 Environmental Engineering
6.4 Safe working practices
6.5 Security and integrity of processes
Overview of e-commerce 7 E-Commerce Fundaments
fundaments
71 Characteristics of e-commerce
7.2 Benefits, barriers, opportunities
and impacts
7.3 Models of EC
7.4 Revenue models
7.5 E-infrastructure
7.6 Quality and product information
7.7 Business and policy implications
© Leonardo Projekt Nr. D/01/B/F/PP-112352 10/22
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Learning Objectives No. Contents Remarks
Overview of sources 1 Legal Sources
of information
1.1 EU Legislation sources: Eurlex & Celex
1.2 Government statutes
1.3 Local government laws
14 Trade association/professional body
1.5 Case law
1.6 Company legal advisor
Overview of the design of 2 Contract Law
a contract
2.1 Application of IT in drawing up
contracts
2.2 Enforcement of contract
2.3 Content of an on-line contract
Overview of the applicable rules 3 Copyright Law
3.1 Application of IT
3.2 Patent protection/trademarks
Overview of the applicable rules 4 Competition Law
4.1 Anti-trust legislation
4.2 Laws of fair trading
Overview of the applicable rules 5 Data protection Law
51. Principles of data protection must be
complied with. Data must be:
5.1.1 fairly and lawfully processed
5.1.2 processed for limited purposes
5.1.3 adequate, relevant and not excessive
5.1.4 accurate
5.1.5 not kept longer than necessary
5.1.6 processed in accordance with the data’s
subject’s rights
51.7 secure
5.1.8 not transferred to countries without adequate protection
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Learning Objectives No. Contents Remarks
Overview of the applicable rules 6 Labour Law
6.1 Contracts of employment
6.2 Employment equality
6.3 Anti-discrimination
6.4 Employment termination
6.5 Safety, hygiene and health at work
6.6 Industrial relations and trade unions
6.7 Employee participation
6.8 Social legislation
Overview of the approach 7 Concrete Examples of
to problems Legal Problems in the IT Field
Overview of European 8 European Legal Guidelines and How
guidelines Countries Influence Each Other
8.1 National implementation of European
legal guidelines and rules
Overview of European and 9 Sources of Further Information
international bodies
Overview of taxation legislation 10 Taxation
10.1 VAT
10.2  Income Tax
10.3  Corporation Tax
10.4  Customs & Excise duties
10.5 Levies
10.6  Local taxes
Overview of legal procedures 11 On-line Banking
for on-line banking
11.1 Payment protection and security
Overview of legal standing of 12 Digital Signatures
digital signatures
121 Legal validation of electronic
signatures
Overview of Consumer Law 13 Consumer Law
13.1 European and national legal rules
13.2  Codes of conduct
Overview of the use and need 14 Legal Disclaimers
for legal disclaimers
14.1 Limitation of liability
© Leonardo Projekt Nr. D/01/B/F/PP-112352 12/22
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Basic Module 3: Marketing/Distribution

Learning Objectives No. Contents Remarks
Overview of the goals and 1 Objectives and Functions
functions of marketing and of Marketing
understanding the significance
of marketing in the framework
of company strategy
Overview of the functions and 2 Functions and Methods of
methods of market research and Market Research
its fields of application

21 Sampling

2.2 Attitude research

2.3 Test Marketing

2.4 Product life cycle

25 Appraisal

2.6 Product launch
Overview of fundamental 3 Marketing Strategies
marketing strategies

3.1 Marketing Mix

3.2 Forecasting

3.3 Objectives

3.4 Branding
Overview of the difference 4 Merchandising, Advertising and
between merchandising, Public Relations
advertising and public relations
as well as their various goals, 4.1 Consumer promotions
methods and uses 4.2 Sponsorships

4.3 Advertising campaigns

4.4 Customer loyalty

4.5 Brand promotion
Overview of the function and 5 Function and Organisation of
organisation of distribution Distribution

5.1 Wholesaling

5.2 Agents and distributors
Overview of customer service 6 Customer Expectations

6.1 Feedback mechanisms

6.2 Analysis of feedback

6.3 Warranty policy

6.4 Client reaching
© Leonardo Projekt Nr. D/01/B/F/PP-112352 13/22
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Basic Module 4: Project Organisation and Management

Learning Objectives No. Contents Remarks
Overview of project management 1 Concept, Objectives and
Influencing Factors
1.1 Definition of the project
1.2 Project plan
1.3 Identification of influencing factors
14 Critical path analysis
1.5 Performance objectives/time/quality
1.6 Identification of resources required /
team/facilities/finance/systems
1.7 Budgets/costs/controls
1.8 Monitoring and evaluation procedures
Overview of project 2 Phases and Methods of
implementation Project Management
2.1 Review procedures
2.2 Corrective action procedures
2.3 External evaluation
Overview of project supervision 3 Handling and Supervising Projects
3.1 Methods of two way communications
and reporting
3.2 Financial reporting against budgets
3.3 Progress reporting against time-line
3.4 Quality evaluation
Overview of the use of IT 4 IT use in Project Planning and
in the set-up, monitoring and Supervising
supervising of projects
4.1 On-line accessibility of data
4.2 Control charts
4.3 M.1.S. Management Information
Systems
4.4 Net meetings
Overview of 5 Knowledge Management
knowledge management
© Leonardo Projekt Nr. D/01/B/F/PP-112352 14/22
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Basic Module 5: Technical English

Learning Objectives No. Contents Remarks
Knowledge of technical 1 Recognition of Terms Needed for Daily Material
terms in English Transactions (glossary attached) CCl,
Presov

Knowledge of technical means 2 Instruments for On-Line
of overcoming language barriers Language Versatility

21 On-line transactions
© Leonardo Projekt Nr. D/01/B/F/PP-112352 15/22
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Basic Module 6: Communication and Presentation

Learning Objectives No. Contents Remarks
Overview of verbal 1 Verbal Effectiveness as an
communication Instrument of Leadership
1.1 Matching content to audience and
occasion
1.2 Preparation
Overview of organisation 2 Organisation of Meetings
of meetings
21 Chairing
2.2 Facilitation
2.3 Role of the facilitator
24 Facilitator behaviours
25 Stages of the facilitation process
2.6 Meeting procedures
2.7 Agenda setting
2.8 Group development
Overview of presentation in 3 Presentation Tools and Techniques
meetings
3.1 Deciding on materials
3.2 Presentation technique
3.3 Audience feedback
Overview of managing a 4 Phases of a Sales Meeting
sales meeting
4.1 Opening of meeting
4.2 Company and product introduction
4.3 Demonstration of product
4.4 Dealing with inquiries
4.5 Closing the sale
Overview of negotiations 5 Negotiations
5.1 Preparation
5.2 Bargaining
5.3 Post-Negotiation
Overview of time and stress 6 Personal Time Management
management
6.1 Prioritising
6.2 Delegating
6.3 Deadlines
6.4 Recognising the sources of stress
6.5 Coping with stress
© Leonardo Projekt Nr. D/01/B/F/PP-112352 16/22
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Basic Module 6: Communication and Presentation

Learning Objectives No. Contents Remarks
Overview of all written 7 Written Communications
communications

71 Releases to the media

7.2 Reports

7.3 Correspondence

7.4 E-mail protocol

7.5 Internal communication

© Leonardo Projekt Nr. D/01/B/F/PP-112352
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Contents Remarks

Knowledge of market
and competition

Expertise in developing strategy

Expertise in using IT to market
product

Expertise in developing a
one-company approach

Expertise in developing
sales techniques

Expertise in sales cycle

Knowledge of sales meetings

Knowledge of contracts

© Leonardo Projekt Nr. D/01/B/F/PP-112352
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2.1

2.2

3.1

3.2
3.3

41

4.2

Market and Competition Situation

Knowledge of one’s own company and product
Knowledge of one’s own customers
Knowledge of similar products on the market
Knowledge of similar companies

Prices

Price strategy

Marketing Strategies
(See also basic module)

Matching product, customer market
and market entry strategy
Analysing and updating strategy

Product Marketing in the IT Field
Identifying products suitable for
developing market entry using IT
Setting time limits for change
Consumer promotions

Working Together with Other
Company Divisions

Creating hub of information at centre
point

Set-up links to receive information
from all parts of the company

Sales Techniques

Sales Cycle

Set target lines, objectives and dates
Allowing for evaluation

Sales Meetings
(see also basic module)

Contracts

Contract modification
Contract review
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Learning Objectives No. Contents Remarks
Expertise in design 9 Design

9.1 Identifying and using efficient design

techniques.

Overview of e-logistics 10 E-logistics

10.1 Distribution channels

10.2  E-supply chain management

10.3  E-logistics

10.4  E-collaboration
Overview of electronic payments 10.5  Methods of e-payment

10.6  Characteristics and problems
Knowledge of electronic 10.7  Characteristics of e-market
marketplaces 10.8 Types and models

10.9  Specifics

10.10 Vertical and horizontal markets
Knowledge of e-sales 10.11 B2B2C-models
channels 10.12 Electronic auctions

11 Internet Marketing
Knowledge of Internet marketing 11.1  Characteristics of e-marketing
fundaments 11.2  Application in Internet environment

11.3  5p-marketing mix
Knowledge of e-promotion 11.4  Internet advertising

11.5  Sales support

11.6  Efficiency and measuring of Internet
Overview of marketing strategies 11.7  E-mail marketing

11.8  One-to-one marketing

11.9  Personalisation, customisation

11.10 Types of strategies — push vs. pull,

target vs. address marketing

Overview of e-sociology 12 E-Sociology

12.1 Psychology of e-sales

12.2  Sociology on the Internet
© Leonardo Projekt Nr. D/01/B/F/PP-112352 19/22
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Module Option 1: E-Commerce — Applications-Development

Learning Objectives No. Contents Remarks
Overview of scripts and 1 Basics of Scripts and Programming
programming languages

1.1 Java

1.2 XML

1.3 ASP

1.4 PHP

1.5 Coldfusion

1.6 C++

1.7 CGI (Common Gateway Interface)

1.8 Free tools / shareware
Knowledge of object-oriented 2 Object-Oriented Concepts
concepts

21 Definition of ‘data type’ and ‘data

structure’

2.2 Types of functions

2.3 Creation of modules

2.4 Creation of relationships between

objects

Knowledge of Java 3 Java Basics (alternative PHP Basics )

3.1 Explanation of basic concept

3.2 Variables and arrays

3.3 Compiliers

3.4 Java Virtual Machines

3.5 Java applets.
Expertise in Programming 4 Programming

4.1 Procedures, functions and routines

4.2 Web development

4.3 Programming tools

4.4 Data structures

4.5 Compiling and linking
Overview of the set-up, 5 Basics of Databases
administration and function
of databases 5.1 Various databases

5.2 SQL - databases

5.3 Function of databases

54 Explanation of JDBC and ODBC

© Leonardo Projekt Nr. D/01/B/F/PP-112352 20/22



~—

Bildung und Kultur

Leonardo da Vinci
Filotprojekte

Module Option 1: E-Commerce — Applications-Development

Learning Objectives No. Contents Remarks
Knowledge of 6 Security in the Internet
security measures in the Internet
6.1 Secure methods of data transmission
6.2 Firewall-concepts
6.3 Antivirus-concepts
6.4 Technical requirements
Expertise in identifying 7 E-Commerce Solutions
solutions
71 Case study analysis
7.2 Standard solutions

© Leonardo Projekt Nr. D/01/B/F/PP-112352
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Module Option 2: Web Design and Web Management

Learning objectives No. Contents Remarks

Overview of the structure and 1 Internet Basics

the function of the Internet

History of the origin of the Internet

Technical basics

HTTP (Hypertext Transfer Protocol)

Additional services of the Internet

(FTP, HTTPS, VPN, certification, streaming),
instant messaging, chat, irc, email, newsgroups
5 History of the browser (differences)

.6 Browser expansions (plug-in)

- a aa
A ON-~-

1
1

Overview of the integration of the 2 Multimedia Basics
most varied types of multimedia into
Web projects
21 Graphics formats in the Internet
(GIF,JPG, PNP, ...)
2.2 Production of graphics
2.3 Production of 3D graphics

24 Production of animated graphics
2.5 Sound formats in the Internet
2.6 Production of sound files, video formats in the internet

(RealMedia, webcams)
2.7 Streaming formats in the Internet

2.8 Integration of streams in the Web
entry
Expertise in the effects 3 Design Basics
of graphics
3.1 Form and colour effect
3.2 Designing with GUI
3.3 Code validation and optimisation
3.4 Ergonomic of use
Expertise in the creation of 4 Programming Basics

Internet sites and their extended
possibilities and Knowledge of
the use, set-up and function of
sites

Introduction to HTML
Tags and their significance
Set-up of HTML sites

Use of links

Integration of graphics
Tables and frames

. Introduction to CSS

4.2.1 Integration of CSS

4.2.2 Classes with CSS

4.2.3 Defining individual formats
4.2.4 Set-up of CSS files

4.3 Insight into particular HTML system
for creating Web entries

AR WN -
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Module Option 2: Web Design and Web Management

Learning Objectives No. Contents Remarks
4.4 Introduction to the basics of
JavaScript

441 The concept of JavaScript

4.4.2 Integration of JavaScript

4.4.3 Variables, if and else, loops, functions

4.5 Insight into flash

4.6 Overview of Script languages for servers
(PHP, ASP, coldfusion, ...)

4.7 Various uses of databases in the
Internet

4.8 Insight into the functioning of
databases

4.9 Set-up of databases

4.10  Future of the Internet XML

Knowledge of security 5 Security in the Internet

measures in the Internet
5.1 Secure methods of data transmission
5.2 Firewall-concepts

5.3 Antivirus-concepts
54 Technical requirements
55 Confidential data transmissions and it’s security (PGP)

Expertise in identifying 6 E-Commerce Solutions
solutions

6.1 Case study analysis

6.2 Standard solutions
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