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Applied Office Procedures I & II

Course Description

1.
Course Title:

Applied Office Procedures I & II 


2. CBEDs Title:

General Office Occupations 

3. Job Titles:

Refer to Labor Market Survey
4.
Course Description:


Career Office I is designed for students interested in developing “entry level” office and clerical skills.  Students will have the opportunity to learn many different skills used in an office environment.  Course topics covered will include: electronic ten-key calculator, phone etiquette, alphabetic filing and records management, word processing and spreadsheet applications, reprographics and the production of business letters, memo’s and reports. 

Career Office II offers the student the opportunity to refine, improve basic office skills, and to further develop advanced office procedures and operations.  Emphasis is placed in communication, problem solving, business ethics, and portfolio development.  Students will also have the opportunity to complete office simulations involving advanced office procedures for an office assistant, legal office secretary, and medical office receptionist.  

In addition to developing office and clerical skills, the class will also cover the employment application process, interview skills and resume, cover letter, follow up letter development, ergonomics, and office safety procedures.  Students are also required to participate in work based learning as part of their senior portfolio final project. 

5. Course Prerequisites:


Students must have successfully completed Keyboarding and/or have teacher approval.
6. Course Hours:
Year 1 =180-360 Hours
Year 2 =180-360 Hours                            



Total Hours =360-720

7. Course Dates:
January 27, 2010
8. Course Outline:


A.
Career Preparation Standards/SCANS:

All work site learning methodologies including Community Classroom and Cooperative Vocational Education will be utilized when appropriate.

· Students will understand how personal skill development affects their employability.  They will exhibit positive attitudes, self confidence, honesty, perseverance, self discipline, appropriate attire, and personal hygiene.  They will manage time and balance priorities as well as demonstrate a capacity for lifelong learning.

· Students will understand key concepts in group dynamics, conflict resolution, and negotiation.  They will work cooperatively, share responsibilities, accept supervision, and assume leadership roles.  They will demonstrate cooperative working relationships across gender and cultural groups.

· Students will exhibit critical thinking skills, logical reasoning, and problem solving.  They will apply numerical estimation, measurement, and calculation, as appropriate.  They will recognize problem situations; identify, locate and organize needed information or data; and propose, evaluate, and select from alternative solutions.

· Students will understand principles of effective communication.  They will communicate both orally and in writing.  They will listen attentively and follow instructions, requesting clarification or additional information as needed.

· Students will understand occupational safety issues including the avoidance of physical hazards in the work environment.  They will operate equipment safely so as not to endanger themselves or others.  They will demonstrate proper handling of hazardous materials.

· Students will understand career paths and strategies for obtaining employment within their chosen fields.  They will assume responsibility for professional growth.  They will understand and promote the role of their field within a productive society, including the purposes of professional organizations.

· Students will understand and adapt to changing technology by identifying, learning, and applying new skills to improve job performance.  They will effectively employ technologies relevant to their fields.

· Students will understand complex inter-relationships of systems.

· Students will understand systems – know how social, organizational, and technological systems work and operate effectively with them.

· Students will monitor and correct performance – distinguish trends, predict impacts on system operations, diagnose systems’ performance and correct malfunctions.

· Students will improve or design systems – suggest modifications to existing systems and develop new or alternative systems to improve performance.

· Students will understand all aspects of the industry including: planning, management, and finance; technical and production skills; underlying principles of technology; labor, community, health, and environmental issues.

B. Content Area Skills: 
· 10-key by touch 
· Correct use of function keys 

· Daily assignments-workbook 

· Final test 

· Teacher observation 

· Role playing 

· Message-taking exercise
· Money Management 

· Resume Writing

· Job Applications

· Students will understand and adapt to changing technology by identifying, learning, and applying new skills to improve job performance; such as electronic fund transfer processes, fax machines, etc.

C. Expected Student Proficiencies:  
· Operate ten-key calculator by touch 
· Telephone Skills/Customer Services 

· Word Processing & Spreadsheet 
· Proofreading & Editing Skills 

· Communication in the Workplace 

· Office Career Exploration & Develop a Business Portfolio 

D.
Hours of Instruction:  360-720

See course outline for breakdown of instructional hours.

E.
Industry/Licensing: None 
9. Additional Recommended/Optional Items:

A. Articulation:  The course is articulated with San Joaquin Delta College for anyone with a B average for the year
B.
Academic Credit:   None 
C.
Instructional Strategies: 

· Teacher observation 
· Daily lessons 

· Unit test 

· Simulations/Projects

D.
Evaluation:

At the discretion of the instructor

E.
Instructional Materials:  
· Office Skills 2000s-Southwestern Publishing 
· Alphabetic Filing & Indexing- Rowe Publishing
· Electronic Business Machine Calculations (Schneck) 
· Ten Key Calculator 

· Proofreading and Editing Precision- Southwestern Publishing 
· Computer Programming Materials 

· Telephone technique and procedures 

· Office simulations 

· Additional course material: videos and guest speakers. 
· Keyboarding by Southwestern Publication & Mavis Beacon Computer Keyboarding Program.

F. Certificates:  
Certificate of Completion- Hire Me First – Gold, Silver or Bronze Binder 
Certificate of Accomplishment – Office I Students with Grade “B” or better 

Certificate of Completion – Office I & II Students with Grade “B” or better 

ROP Certificate

Typing Certificate

Awards deemed appropriate by instructor
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