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MATER ALS REQU RED:

- Smulated Gfice Situations for Secretarial Procedures and
Adm ni stration, Revised June 1979 (bound in duo-tangs and for
sale in Sault Coll ege Canpus Shop)

- Desk Manual for Dynamcs |ncorporated )
1 bound in duo-tangs and for
- Departnents of a Business j sale in Canpus Shop
- Accounti ng
- Personnel
- Purchasi ng
- Ofice Pool
- Sales
- Statistical Typing by Wanous
- Reference Manual for Secretaries and Typists, by Sabin, Canadian ed.

- Typing Power Drills, Lloyd, Rowe, Wnger, Canadi an ed.
- Ofice Procedures 2000, by Wstgate

- typing paper (NOI' CCRRASABLE BOND )

- carbon paper

- manilla file folders (8-1/2 by 11)

- typewiter eraser

- dictionary

- perpetual diary

- pads of stationery for Dynamcs, Incorporated: |etterhead

i nteroffice nenos, full
sheets and 1/2 sheets
envel opes

STUDENTS WLL COMPLETE THE ATTACHED (BJECTI VES PR CR TO THE END CF
SEMESTER Il AND I N ADDI TION, THE FOLLON NG MUST BE ACCOWPLI SHED:

1. Typing speed of 55 womw th a nmaxi numof three errors.
2. Working in Secretarial Centre as schedul ed.
3. Training on the power typing equipnent in Centre, as schedul ed.
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GRADI NG

Smulated Gfice Stuations

SSOS #1 15%
SSQS #2 15%
SSQOS #6 15%
S.QS #7 25%

Depart nent s

Accounti ng 10%

G fice Pool 10%

Per sonnel 10%

Qui zzes

Qiz #1 10%

Quiz #2 10%

Quiz #3 10%

Qiz #4 10%

Tests

Test #1 20%

Test #2 20%

Bi nder 20%

Student will keep perfect copies of conpleted S nulated
Ofice Stuations and Departnents in a binder. This
will be submtted for grading once per senester.

THERE WLL BE A PENALTY CF FI VE MARKS PER DAY FCR ANY
ASSI GNMVENT SUBM TTED LATER THAN THE DAY DES| GNATED
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FOLLON NG ARE THE CBJECTI VES TO BE COWLETED, W TH APPROXI MATE
TI ME PER CDS:

Veek One
- Student will be famliarized with the course 1 pd.
- Individual files will be set up by students 2 pds.
- Drills and timed witing 1 pd.
*N Preparation of an organi zati onal chart 2 pds,
- Quiz #1 1 pd.
- Student will becorme famliar with material required to conplete
S.QS #1 - "The Secretarial Profession” 1 pd.
Wek Two
- SQSs #1 4 pds.
- Drills and tined witing 1 pd.
- Review and practical work on duplicating nmachines 3 pds,
ek Three
- Student will become famliar with material required to
conplete S QS #2 - "Copying and Duplicating” 1 pd.
- Drills and timed witing 1 pd.
- Quiz #2 1 pd.
- SQS #2 5 pds.
ek Four
- Conpletion of SSQS. #2 2 pds,
- Drills and tined witing 1 pd.

- Student will conplete assignment on an Accounting Dept. 5 pds.



Week Five

- Student will becorme famliar with naking travel arrangenents
and with arrangi ng neetings

- Dills and tined witing

- Student will conplete an extensive "Travel" assignnent

Wek S x

- Quiz #3

- Drills and timed witing

- Test #1

- SQS #6 - "Assisting with Travel and Conferences”

V¢ek Seven
- Conpletion of S QS #6
- Drills and tined witing

- Wirk on redoing of any necessary binder nateri al

VWek E ght

- Student will conplete an assignnment dealing with an
G fice Pool

- Dills and tined witing

VWek N ne
- Speaker or Tour
- Drills and tined witing

- Student will be introduced to the preparation of
Busi ness Reports

- Quiz #4
SSQS #7 - "Qganizing Business Data"
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Week Ten
- Conpletion of S.OS. #7

Week El even

- Student will conplete an assignnment dealing with a

Per sonnel Depart nent

- Drills and timed witing

Week Twel ve

- Test #2

- Drills and tined witing
- Case Study

- Work periods (for binder)

Week Thirteen

- Speaker or Tour
- Drills and timed witing

- Revi ew

Week Fourteen

- Student will update files (renove senester
and prepare files for senester

- Drills and tinmed witing
- Overview of senester |V

- Letters to enployers for

career

I'V)

experience

mat eri al
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