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EXEQUTI VE SECRETAR AL
MACH NE TRANSCR PTI ON

SEMESTER | |
SPR 235-2

CBJECTIVE:  Student will develop skill in operating various
di ctati ng equi pnent.

Student will devel op communication skills (grammar,
spel ling, vocabul ary, punctuation, conprehension,
and the ability to follow verbal and printed in-
structions. )

Student will devel op proofreading and editing skills

PROCEDURE: Student will transcribe correspondence, reports, etc.
in "mailable" form

Student will be responsible for conpleting all tapes
inthe tine allotted (see breakdown on att'd.)

Since this is a continuation of the Machine Transcription,
senesters | & Il, student will be expected to transcribe
on a first-time basis, i.e. mailable copy direct from.
dictating equi prent without retyping.

GRADI NG Transcription will be graded A, B, C [|. Wrk that has
been assigned an "1" grade, nust be redone prior to
continuing with course outline.

n I n

Lack of proofreading will result in an

Pre-requisite: Machine Transcription, senesters | and II.

Student nmust have own materials with her at all tines:

typi ng paper
carbon paper
erasing naterial
di ctionary

Borrowi ng is discouragedl



SPR 235-2
Executi ve Machi ne Tr ans.

During the 14 weeks in senester 111, students will conplete the
fol | ow ng:

Tape Approxi nate Ti me
Dean of Continuing Education 2 cl asses
Registrar, Sault College 2 "

Chai rman, Engineering & Mtive Power

Chai rman, Extension Prograns

3
2

St udent Resi dence Manager 1 "
Two |.BM Belts 2
2

Two Di ctaphone Corporation Tapes

These to be done at student's discretion, but nust be done during
class tinme and during the senester Septenber - Decenber, (because
of limted nunber of IBMtranscribing units, tine will have to be

staggered—_student choosingthe IBMon a particular day will nerely
transcri be one of the others the next week.)

Again, to be done at student's discretion but during the prescribed
t1me.



