Course Outline

Office Technology Skills Training

	Subject
	Teaching
	Lab

	1. Learn Windows Operating System

a. Develop skills in computer operations
	1 hr.
	8 hrs.

	2. Learn Word Processing skills

a. Develop skills in creation and layout of documents.
	10 hrs.
	95 hrs.

	3. Learn Spreadsheet skills

a. Develop skills in creation of spreadsheets and use of formulas / functions.
	10 hrs.
	95 hrs.

	4. Learn Filing skills

a. Develop skills in the use of categorical and alphanumeric filing systems.
	2 hrs.
	1 hr.

	5. Learn Telephone / Customer Service skills

a. Develop skills using telephone equipment

b. Learn correct telephone etiquette. 

c. Develop message-taking skills
	2 hrs.
	2 hrs.

	6. Learn Touch Typing skills

a. Learn typing skills by touch
	0
	35 hrs.

	7. Learn Ten-Key skills

a. Learn use of computer ten-key console and ten-key adding machine.
	0
	35 hrs.

	8. Learn basic English skills

a. Learn parts of speech

b. Learn and develop skills in punctuation

c. Learn about basic sentence structure

d. Learn rules of capitalization
	2 hrs.
	2 hrs.

	9. Improve basic math skills

a. Learn about decimals and how they are used.

b. Learn to multiply and divide by 10.

c. Learn about percentages and how they relate to decimals and to the whole.

d. Learn how to determine what calculations are needed
	2 hrs
	1 hr.

	10. Learn Reference Manuals

a. Learn use of dictionary

b. Learn use of thesaurus

c. Learn use of phone book
	2 hrs.
	0

	11. Learn about Office Machinery

a. Learn to use a copier

b. Learn to use a laser printer

c. Learn to use a fax machine

d. Learn to clear jams, load toner and load paper.
	2 hrs
	2 hrs.

	12. Learn Business forms.

a. Learn proper formats for business letters.

b. Learn styles for business letters.

c. Learn proper formats for memos

d. Learn proper formats for fax covers
	1 hr.
	6 hrs.

	13. Learn office practices and procedures

a. Learn safety skills

b. Learn ergonomics

c. Learn about meeting office standards
	2 hrs.

(including 4 monthly safety mtgs.)
	2 hrs.


