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SECRETAR AL CENTRE SQC 100

PH LOSCPHY/ GOALS:

The first year Gfice Admnistration students assune the role of
secretaries for a period of two weeks during their first year at Sault
College. This time gives the students exposure to a "real work
experience" and prepares the students for on-the-job training required
as part of the curriculumin second year.

METHOD OF ASSESSMENT ( GRADI NG METHOD) :

Students are graded on their perfornance during the weeks in the
Secretarial Centre as follows:

S - Satisfactory
U - Unsatisfactory

The categories for evaluation include the followng: punctuality,
groom ng, interest, attitude, organization, initiative, dependability,
J udgrent, cooperation, quality of work, quantity of work, telephone,
contact with clients, and conprehensi on of instructions.

OCOURSE LENGTH

_ Students work in the Secretarial Centre for a two week period of
tinme - one week during the first senester and one week during the
second senester. If a student obtains a grade of Unsati sfact orly,
he/she will be required to work for an additional week. Aso, if a
student is absent for any period of time during his/her regul arlﬁ
schedul ed week in the Centre, he/she will be required to make up that
time. If a student does an outstanding job during the first senester,
he/ she nay be exenpt fromworking in the Centre during the second

senest er.

The hours of operation for the Secretarial Centre are from 9:30
am to 12:30 p.m, Mnday to Friday. Students are required to attend
aﬂ o&aentatlon session at 10:30 am the Friday prior to their week in
the Centre.

If the student is sick or for other legitinate reasons cannot
report on a scheduled day, the student is asked to inform the
technician or the teacher by phoning 759-6774, extension 426 or 677.
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GENERAL OBJECTI VES;

1.

To give each O fice Adm nistration student the opportunity of
working in an atnosphere different from the classroom

Students will be expected to use their skills and judgnents and to
produce the sanme high-quality work as expected in a business
of fice.

Students are expected to exercise confidentiality concerning all
their work.

Students will utilize their secretarial skills, i.e. shorthand,
typing, general office procedures, filing, telephone techniques,
etc.

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

SPECI FI C OBJECTI VES;

Students nust be able to performto the follow ng standards:

1.

Take shorthand when required and transcribe notes and/or
transcribe from nmachine with speed and accuracy to produce

MAI LABLE COPY (nust be 100%accurate).

Type and reproduce work accurately, economcally, and rapidly.

Devel op good tel ephone manner as well as learn the operation of a
t el ephone.

Use his/her own initiative and judgment.
Be able to work under pressure.

Devel op the ability to work with people effectively and
pr of essi onal | y.

GENERAL | NFORVATI ON ABOUT WORKI NG | N THE SECRETARI AL CENTRE

1.

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

On the Friday prior to your week in the Centre you will be given a
desk manual to read and an introduction to the Centre. As an
enpl oyee you will be expected to performthe duties as set out

wi th' 100% accur acy. J
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"-3.

4.

T%

10.

11.

You are required to eval uate your experience in the Secretari al
Centre on the form provided.

As an enpl oyee you will be working for all enployees of Sault

College. You wll receive work fromvarious departnents of the
College. It may be English, Mathematics, Technol ogy, etc. The
work submtted Is not for practice, but rather to be conpleted
professionally in a manner becoming to the office and is to be

treated confidentially.

You nay al so type work for students attending Sault College or for
persons working outside the College. Faculty and adm ni stration
work nmust be conpl eted before beginning this type of work.

You are responsible for the work submtted, its conpletion and the
client being notified when the work is conpleted. Thus, specific
forns are to be conpleted and proper filing nust be adhered to in
order to ensure that work is not msplaced. Ether tel ephone the
client or FUt a notice in his/her nailbox when the work 1s

conpl eted letti n% hi il her know when to pick up the work. Do not
put work in mailboxes unless requested to do so. Turnaround tine

IS 24-48 hours.

Phot ocopying is done for clients for file copies only. Printing
of a large quantity is done in the College' s printing departnent.
Pl ease note printing is done only for Business faculty and only

after the client's work has been proofread.

Appropriate dress nust be worn in the Secretarial Centre. Blue
jeans, jogging suits, and running shoes are not allowed. P ease
talk to the teacher prior to working in the Centre if this is a
problemfor you. There is no snoking, drinking or food allowed in

the Centre.

Al owances are not nade for students with part-time jobs. If you
have a part-time job, please nake arrangenents w th your enployer.
M ease arrangg doctor and dentist appointnents for other than your
week in the Centre.

Students are responsible for work in the classes mssed during
their week in the Secretarial Centre. However, they will be
allowed to attend the witing of tests. Let the teacher know the

tine of the test.

Students may use the word processing equipnent to "store" draft
docunents, etc. Pl ease ask the Secretarial Centre technician for

assi st ance.
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PCSl TI ON DESCRI PTI ON - SECRETARY/ RECEPTI ONL ST AND TYPI ST,

GENERAL ABI LITY:

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

DUTI ES:

answers the tel ephone and takes nessages for faculty menbers

- greets clients and conpl etes work order forns for work submtted

- advises clients of turnaround tine and notifies clients when work
Is conpl eted

- prepares daily summary of work submtted

- maintains a filing systemfor work comng in and work conpl eted

- prepares work for clients

- keeps an up-to-date TO DO |i st

KNOMEDGE AND SKI LLS REQU RED:

- know edge of tel ephone techniques

- ability to deal with clients courteously and hel pful ly
- type, transcribe (shorthand or machine transcription)
- grammar, punctuation, spelling, etc.

- ability to organize and keep records

- read directions properly
- know various areas of the Oolle%e (e.g.. Media Services (Printing,
A V., etc.), Central Stores, other offices)

SUPERVI S| ON REQUI RED:

- works independently w thin established guidelines of desk nmanual
- the teacher and technician are available to deal wth probl ens not
covered by nornal procedures

TYPI ST:

- assists the secretary/receptionist wth typing

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

- works in close liaison with the secretary/receptionist



