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SECRETARI AL CENTRE

LOCATION  A213

The hours of operation for the Secretarial GCentre are from9:00 a.m

to 500 p.m Mnday to Friday. Students are allowed one fifteen mnute
coffee break in the norning and one fifteen mnute coffee break in the
afternoon, as well as a one hour break for | unch.

There nust be soneone in the Secretarial Centre at al tines;
therefore, students nust have staggered breaks and |unch hours as
foll ows:

Secretary/

Receptionist: coffee break 10: 00 a.m
lunch break 11:30 am to 12:30 p.m
coffee break 3:00 p.m

Typi st A coffee break 10:15 a.m
lunch break 12:00 to 1:00 p.m
coffee break 3:15 p.m

Typi st B: coffee break 10:30 a.m
lunch break 12:30 p.m to 1:30 p.m
coffee break 3:30 p.m

If a student is sick or for other legitinate reasons cannot report on a
schedul ed day, the student is asked to informthe Cffice Manager by
phoni ng 949- 2050, extension 249. |If possible, please advise the
Manager in advance in order that yourniaybe replaced by another

st udent .

Wien students are not working in the Secretarial GCentre they are not
allowed to use the tel ephone. Personal calls are not permtted at any
ti me, even when working in the Centre,

Al lowances are jiot made for students with part-tine jobs. If you have
a part-tine job, please nmake arrangenents w th your enployer since you
are required to be in school wuntil 5:00 p.m the week you are schedul -
ed. Please arrange doctor and denti st appointments for other than your
week in the Centre.

Students are responsible for work in classes they mss during their
week in the Secretarial Centre. However, they will be allowed to
attend the witing of tests. Let the Ofice Manager know the time of
the test.

Appropriate dress nust be worn when working in the Secretari al

Centre. Blue jeans are NOT allowed and neither are worn out cords or
running shoes. There is no snoking, drinking, or food allowed in the
Secretarial Centre.



GENERAL | NFCRVATI ON STUDENTS SHOULD KNOW ABQUT THE
SECRETAR AL CENTRE

ce you begin to work in the Secretarial Centre you wll no
| onger be considered a student. You are an "enpl oyee" during
your scheduled tine in the Centre.

As a new enpl oyee you will be given a brief training on the

tel ephone and procedures of the office. A desk manual is also
avai l abl e for your perusal. As a new enployee you wll be expect-
ed to performthe duties as set out wth 100%accuracy. If you
have any questions or problens be sure to ask the Ofice Manager
as she is there to assist you. A the conpletion of the week you
will meet with the Ofice Manager for an enpl oyee eval uation. You
are to wite a paragraph eval uating your experience in the
Secretarial Centre.

You wll be assessed on the work you have conpleted during the
week, thus you nust keep a record of the job nunbers you have
conpleted in order that they may be referred to in the files.

As an enpl oyee you will be working for the faculty of Sault
College. You wll receive work from various departnents of the
College. It may be English, Mathenatics, Technol ogy, etc. The
work submtted is not for practice, but rather to be conpleted
professionally in a manner becomng to the office and is to be
treated confidentially.

You may also type work for students attending Sault College or for
persons working outside the College. Faculty and admnistration
work nust be conpl eted before beginning this type of work.

You are responsible for the work submtted, its conpletion, and
its being picked up. Thus, specific forns are to be conpl eted
and proper filing must be adhered to in order to ensure that work
is not msplaced. Ether telephone the client or put a notice in
his/her mail box when the work is conpleted letting hinmiher know
when to pick up the work. Do not put work in nail boxes unless
requested to do so. Turn-around tine is 24 hours.

In order to nake multiple copies we use the follow ng nethods:
carbon paper - use for letters; photocopies - up to a naxi mum of
5 copies; printing in Audio Visual - nore than 5 copies; and
stencil. |If you are in doubt as to what you should use, please
ask the Ofice Manager before starting the job.



8. If you nust |eave the office for any length of tine, i.e.
breaks, lunch, deliveries, please let the CGifice Manager know
where you are and how long you expect to be.

REFERENCE MATERI AL:  Regul ar cl ass textbooks
N ne to Five Bulletins
Managenment Quide to WP
Wrd Processing - Konkel
Vrd Processing Systens - periodical

GENERAL CBJECTI VES:

1. To give each secretarial student the opportunity of working
in an office situation. To create an enpl oyee/ enpl oyer
at nosphere different from the classroom

2. Students wll be expected to use their skills and judgnent and to
produce the same high-quality work as expected in a business
of fi ce.

3. Students are expected to exercise confidentiality concerning
al their work.

4. To utilize their secretarial skills, i.e. shorthand, typing,
general office procedures, filing, telephone techniques.

5. To develop the proper attitude and good work habits necessary
in order to be successful in business.

SPEQ FI C GBJECTI VES:

Students nust be able to performto the follow ng standards:

1. Take shorthand when required and transcribe notes and/or
transcribe from machine with speed and accuracy to produce
MAl LABLE QCPY (nust be 100%accurate).

2. Type and reproduce work accurately, econonically and rapidly.

3. Develop good tel ephone manners as well as learn the operation of
a tel ephone and an intercom

4, Wse own initiative and judgment.
5. Be able to work under pressure.

6. Develop ability to work with people effectively and
pr of essi onal | y.



PGSl TI ON DESCR PTI ON

SECRETARY/ RECEPTI ONL ST AND TYPI STS

GENERAL  ACCCOUNTABI LI TY:

Perforns a variety of secretarial, receptionist and typist duties
as required.

DUTI ES:

- answers the tel ephone and takes messages for faculty nenbers
- greets clients and conpletes work order forns for work

submtted

- advises clients of turn-around tine and notifies clients when
work is conpl eted

- prepares daily summary of work submtted

- maintains a filing systemfor work comng in and conpl eted

- prepares work for clients

- keeps an up-to-date TO DO LI ST

KNONLEDGE AND SKI LLS REQU RED:

know edge of tel ephone techni ques

- ability to deal with clients courteously and hel pfully

- type, transcribe (shorthand or machine transcription)

- basic grammar, punctuation, spelling, etc.

- ability to organize and keep records

- read directions properly

- ability to keep inventory of tapes, magazi nes, etc.

- assist wth classroom nmachi ne mai nt enance

- assist with students in self-scheduling of the word processing
nmachi nes

- know various areas of the College (eg., AV, Central Stores,

ot her offices)

SUPERM SI ON REQUI RED:

- works independently within established guidelines of desk
nanual

- the Ofice Manager is available to deal wth problens not
covered by normal procedures

TYPI ST

- assists the secretary/receptionist with typing

- nust be famliar with duties of receptionist as typists are to
relieve the secretary/receptioni st on breaks

- works in close liaison with the secretary/receptioni st



