SAULT COLLECGE OF APPLI ED ARTS & TECHNOLOGY
SAULT STE. MARIE, ONTAR O

31 (i

Iy

SEP Z8 1992
COURSE QUTLI NE

COFFI CE PROCEDURES
COURSE TI TLE:

CPA QO O\E
CCDE NO. : SEMESTER

CFFl CE ADM NI STRATI ON - CGOWON
PROGRAM

SHEREE WRI GHT, SHELLEY BOUSHEAR, ELSIE LALONDE
AUTHOR

SEPTEMBER, 1990
DATE:
PREVI QUS QUTLI NE SEPTEMBER, 1989
DATED:

New Revi si on:
Z/\' .
APPROVED QC@ 90
DEAN, BUSI NESS & HOSPI TALI TY AT1



OFFI CE PROCEDURES OPCl OO
COURSE NAME COURSE CODE
Total Credit Hours 75
Prerequisite(s) - None

. PH LOSOPHY/ GOALS

This course is an introduction to basic office procedures and
technology geared to reflect current changes in the workplace
contrasting the “"traditional office of yesterday wth the
sophisticated "electronic" office of today." Topics to be covered
include tinme mnagenent, transcription techniques, post a

requi rements, appointnent scheduling, travel and nmeeting arrangenents,
repr ographi cs, telephone techniques and human rel ati ons.

1. STUDENT PERFORMANCE OBJECTI VES

Upon successful conpletion of this course, the student will have:

1. Gained an understandi ng of how a know edge of office procedures
assists the office worker in the business field.

2. Gained an understanding of the application of office procedures
in both "traditional™ and "electronic" offices.

3. Becone famliar with the office environment in the foll ow ng
areas:
- equi pnent
- ergononics
- organi zation
- human rel ations

4. Gained an understanding of the role and duties of a secretary
(and related titles) in both the large and small business setting.
Duties students will becone famliar with include taking/trans-
cribing dictation, greeting callers, handling mail responsibili-
ties, making travel and neeting arrangenents, filing and
utilizing appropriate reprographic services.

5. Acquired an understanding of the various services in the business
comunity (tel ecommunications, postal, courier, travel, office
supply houses, equipnent, vendors, etc.).
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TOPI CS TO BE COVERED (in the order to be covered)

A Secretarial Career

The Inpact of Conputers on the Secretary's Role
Filing & Informati on Managenent
Managenent of Wrk and Tine

Human Rel ati ons

QO gani zation Structure and O fice Layout
Transcri ption and Reprographics

| ncom ng and Qut goi ng Mai l

Ofice Callers and Appoi ntnents

Vernon's Gty Drectory

Tel ephone Usage

Maki ng Travel Arrangenents

Assisting with Meetings and Conferences
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V. LEARN NG ACTI VI TI ES

I NTRCDUCTI ON - A SECRETARI AL CAREER

(oj ect i ves:

After conpleting the introductory chapter, you will be able to:
1. Define the role of the secretary.

Descri be ways the secretary uses el ectronic equi pnent.
ldentify titles and duties for various secretarial positions.

Prepare and type a chronol ogi cal vacation request |ist.

a kw0 N

Prepare a requisition for supplies.

Text REQding: Pp. 3-6
Production Problens: pp. 9-10

ESTI MATED TIME TO ACH EVE: (1) 50-mnute period.
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CHAPTER 4 - M CROCOWUTERS AND OFFI CE APPLI CATI ONS

(bj ect i ves;

After conpleting Chapter A you will be able to:

1. Explain how the conputer as an office tool has enhanced the
secretary's job.

2. ldentify secretarial tasks that are nade possible by a | ocal
area networKk.

3. Conpare a dedicated word processor with a m croconputer using
wor d processi ng software.

4. Describe the secretary's role in desktop publishing.

Text Reading: Pp. 63-74

ESTI MATED TIME TOALHEVE : (1) 50-m nute peri od.
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CHAPTER 7 - FILING & | NFCRVATI ON VANAGEMENT

(bj ecti ves:

After conpleting Chapter 7, you will be able to:

1. Describe the procedures for preparing records for both con-
ventional filing and for conputerized filing.

2. ldentify filing supplies and equi pnent for both hard and soft
copi es of correspondence.

3. Describe nmethods of records transfer and storage.

4. Describe the neaning of a "paperless office".

5. Index and al phabetize nanes in an al phabetic filing system

6. Prepare cross-reference cards for al phabetic filing.

7. Conpare al phabetic, subject, geographic, and nuneric filing

syst ens.

LEARN NG ACTI VI Tl ES:
Text Reading: pp. 123-141 and 150- 153

Eyestlons pp. 153-154, 1-30
i ling and Dat abase Systens Ki t

ESTI MATED TI ME TO ACH EVE: (14) 50-mnute periods
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CHAPTER 1 - HJUVAN RELATI ONS

(bj ecti ves:

After conpleting Chapter 1, you will be able to:

1. Describe the desirable personality traits and attitudes of an
effective secretary.

Explain the inportance of effective teanwork.
Recogni ze the inportance of accepting change,
Identify ways of dealing with stress.

Prepare and summarize a tine distribution chart.

o o A w N

Sel ect the nost appropriate common courtesies, to use in a given
si tuati on.

7. Prepare and keep and tine distribution chart.

LEARNI NG ACTI M TI ES:
Text Readi ng: pp. 13-25

Quest i ons: . 24-29, 1-29
Producti on Prob”g%1 pg. 27

ESTI MATED TI ME TO ACH EVE: (3) 50-mnute periods
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CHAPTER 2 - NANAGEMENT OF WORK AND TI ME

(bj ect i ves;

After conpleting Chapter 2, you will be able to:

1

2
3
4.
5

10.
11.

Explain the difference between working efficiently and working
effectively.

Qutline methods for working efficiently.
Assign priorities to secretarial tasks.
| dentify nmethods for managing a |arge project.

List the procedures that ensure accuracy when checki ng key-
boar ded wor k.

Descri be ways in which slack tinme can be used to increase
efficiency.

Descri be ways to prevent interruptions and to handle inter-
ruptions without wasting tine,

SugEest a systematic nmethod of preparing for the next day's

wor K.

Determne the normal working area at a desk and the appropriate
pl acement of equi pnent and supplies.

D stingui sh between a tickler file and a reading file.

Prepare a daily plan chart.

LEARN NG ACTI M Tl ES:

Text Readi ng: pp. 24-41
Questions: pp. 41-42, 1-29
Production Problem pp. 43-45

ESTI MATED TI ME TO ACHI EVE: (5) 50-m nute periods
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CHAPTER 3 - CORGAN ZATI ON STRUCTURE AND CFFI CE LAYQUT

(bj ect i ves;

After conpleting Chapter 3, you will be able to:

1. Conpare the structure of line organization with the structure
of line-and-staff organization,

2. Conpare participatory nmanagenent with the |ine-and-staff
managenent style.

3. Interpret an organization chart.
4. Describe the physical features of the |andscaped office.

Assess the advantages and di sadvantages of working in a |and-
scaped of fi ce.

6. Describe how office ergonomcs involve furniture, 1ighting,
acoustics, and position of equipnent in the office.

LEARN NG ACTI VI Tl ES:

Text Reading: pp. 46-55

Questions: pg. 55, |-17a
Production Probl ens: pg. 57

ESTI MATED TI ME TO COMPLETE: (3) SO m nute peri ods



CFFl CE PROCEDURES- COMON aPa O

CHAPTER 5 - TRANSCR PTI ON AND REPROGRAPH CS

(bj ect i ves:

After conpleting Chapter 5, you will be able to:

1
2.

Descri be nethods for keeping transcripts confidential.

Descri be procedures for addressing envel opes, assenbling
encl osures, and folding and inserting letters in envel opes.

Transcribe handwitten letters and arrange and subm<t them for
si gnature,

Cbn?are desktop dictating machines with centralized dictation
syst ens.

| dentify special features on reprographics equi prent that woul d
nake the secretary's job nore efficient.

LEARN NG ACTI VI TI ES:

Text Readi ng: pp. 79-89
Questions: pg. 90, 1-12
Production Problens: pp. 91-92

ESTI MATED TIME TO ACH EVE:  (5) 50-m nute periods
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CHAPTER 6 - | NOCOM NG AND QUTGO NG MAI L

(bj ect i ves;

After conpleting Chapter 6, you will be able to:
1. ldentify the benefits of electronic mail.
2. Describe different nethods of electronic mail.
3. Explain the procedures for processing incomng nail.
4

Describe the duties involved in answering mail when your
enpl oyer is absent.

5. List the classes of donmestic mail and given an exanple of what
mght be included in each cl ass.

6. [?Fpribe the special mailing services available fromthe post
of fice.

7. Explain the Canada postal code.
8. Explain netered nail.

9. Describe howto forward mail, return undeliverable mail, recal
mai |, and have nmail delivered to a new address.

10; F?epare adaily mail record, a mail expected record, and routing
slips.

LEARN NG ACTI VI Tl ES:

Text Reading: pp. 93-119 and Instructor Handouts

estions: pp. 119-12 0, 1-26
oduction Problens: pg. 122

ESTI MATED TIME TO ACH EVE: (9) 50-mnute periods
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CHAPTER 8 - COFFI CE CALLERS AND APPO NTMENTS

(bj ect i ves;

After conpleting Chapter 8, you will be able to:

1. CQutline guidelines for scheduling and cancelling office
appoi nt nent s.

2. Describe how an el ectronic cal endar can be used.
3. Explain techniques for keeping a well-ordered appoi nt nent book.
4. Describe the courtesies necessary when receiving office callers
5

the followi ng areas: (a) advance preparation; ( I nterruption

of the executive or the caller; (c) termnation of the appoint-
ment ,

Expl ain secretarial responsibilities regarding ag$ointnents In

6. Prepare a daily appointnent-cal endar.

7. Prepare an appoi ntnent schedule froma daily cal endar.

LEARN NG ACTI VI Tl ES:

Text Reading: pp. 160-173
Questions: pp. 1-25
Production Problem pp. 175-176

ESTI MATED TIME TO ACH EVE:  (5) 50-mnute periods
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VERNON S A TY DI RECTCRY - HANDQUT

(bj ect i ves;

The student will denonstrate the ability to:
1. Discuss a buyer's guide and classified directory.

2. D scuss an al phabetical nane directory which lists residents'
nanmes, addresses, and occupati ons.

3. Discuss an al phabetical street directory of househol ders and
busi nesses.

4. Discuss a nunerical telephone directory.

LEARN NG ACTI VI Tl ES:

| nstruct or Handout

ESTI MATED TIME TOACH EVE: (2) SO mnute peri ods.
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CHAPTER 9 - TELEPHONE USACE

bj ect i ves;

After conpleting Chapter 9, you will be able to:

1.
2.

9.
10.

Use a tel ephone directory to locate information.

Descri be the procedures for answering, transferring, and
screening office calls.

DEfFribe the procedures for placing and receiving |ong-distance
cal | s.

Determne the appropriate tinme to call offices in other tine
zones.

State the various kinds of |ong-distance service.
| dentify voi ce tel ephone equi pnent and tel ephone systens.

Expl ai n both hunan-operated and autonated tel ephone nmessage
syst ens.

Explain the benefits of facsimle transm ssion.
Record tel ephone nessages on tel ephone nessage bl anks.

M an and record informati on needed before placing calls.

LEARN NG ACTI M TI ES:

Text Reading: pp. 177-195

| nstructor Handout

Questions: pp. 195-196, 1-26
Production Problens: pp. 197-198

ESTI MATED TIME TO ACH EVE: (7)) 50-m nute periods
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CHAPTER 10 - MNAKI NG TRAVEL ARRANCEMENTS

(bj ecti ves;

After conpleting Chapter 10, you will be able to:

1
2.

List the services provided by travel agencies.

Indicate the infornati on needed before contacting a travel agent
about a proposed trip.

A assify the types of air-travel service.

Descri be the procedures for nmaking flight, car, and hotel
reservati ons,

Interpret a flight schedul e.

State the requirenents for acquiring passports, visas, and
i rmuni zat i ons.

Qutline secretarial responsibilities before, during and after an
executive's trip.

Prepare and type an itinerary.

LEARNI NG ACTI VI Tl ES:

Text Reading: pp. 200-210
Questions: pp. 210-211, 1-27
Production Problens: pp. 212-213

ESTI MATED TIME TO ACH EVE: (5) 50-mnute periods
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CHAPTER 11 - ASSI STI NG WTH MEETI NGS AND CONFERENCES

(bj ect i ves;

After conpleting Chapter 11, you will be able to:

1

Describe the prelimnary arrangenents to be nade for infornmal and
formal neeti ngs.

Expl ain how to prepare notices for neetings and agendas.

Describe the assenbly of supportive materials before and after
nmeet i ngs.

Qutline guidelines for typing mnutes of informal and fornal
nmeet i ngs.

Descri be the benefits of tel econferencing.

D scuss different forns of teleconferencing that may be used by
busi nesses.

Describe the secretary's role in tel econferencing.
Prepare a notice of neeting in postcard form

Conpose and type mnutes from rough notes.

LEARNI NG ACTI VI Tl ES:
Text Readi ng: . 214-235
op. 2.

estions: pp.
oduct i on E

2 36, 1-28
robl ems: pp. 230-231

ESTI MATED TIME TO ACHEVE: (6) SO mnute periods
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Vv EVALUATI ON METHODS

GRADE/ NUMER CAL  EQUI VALENQ ES

90%- 100%  CONSI STENTLY CUTSTANDI NG
8050~ 8% QUTSTANDI NG ACH EVENENT
60%. 69%  OONSI STENTLY ABOVE AVERAGE ACH EVEMENT
BELOW 609 SATI SFACTORY CR ACCEPTABLE ACH EVEMENT
REPEAT - CBJECTI VES OF THE COURSE HAVE NOT BEEN

D TERM REPCRTI NG ACH EVED AND THE COURSE MUST BE REPEATED

- Satisfactory Progress

- Unsatisfactory Progress

Repeat (objectives have not been net)

- Grade not reported to Registrar's Ofice. This grade issued
to facilitate transcript production when faculty, because of
extenuating circunstances, find it inpossible to report grades
by due dat es.

CPA GO METHCODS OF EVALUATI ON
Test No- Vi ghti ng (bj ecti ve Coverage
20% Chapter 1 é‘l—lman Rel at i onsg

< ;UOCU:DJ_'?

%;UCU)

Chapter 2 (Tine Managenent
Chapter 3 (Qrganization
Structure fice Layout)

20% Chapter 5 (Transcription and
Repr ogr aphi cs) and Chapter 6

(I'ncomng & Qutgoing Mail)

20% Chapter 8 (CGfice Callers and
Ap_|p0| ntments), Chapter 9
IS el ephone Usage) and Gty
rectory (\Vernon's)

20% Chapter 10 (Making Travel
Arrangenents), Chapter 11
(Assisting with Meetings)
15 Filing

PERCENTAGE OF GRADE  TESTS - 95%
PERCENTAGE OF GRADE  propUCTI ON PROBLEMS/ ASSI GNVENTS 5%
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QJ DELI NES RE GRADI NG

1. |

| a student is not able to wite a test because of illness, or a
t
[

gitimate emardqency,_ that student nust contact the instructor prior
the test and provide an explanation which is acceptable to The
structor (nedical certificates or other appropriate proof may be
required). In cases where the student has contacted the instructor,
and where the reason is not classified as an energency, i.e. slept
in, forgot, etc., the highest achievable grade is a "C'. In cases
where the student has not contacted the instructor, the student wl|
receive a mark of "0" on that test. THERE WLL BE NO REWR TES CF

TESTS R QU ZZES-

f
e
0
n

2. Production problens and any other assigned work where a "due date"
has been announced are due in the assigned class period. Late
assignnments wll not be accepted.

3. Each student will be required to keep a file in a designated
classroom This will facilitate the return of assignnments, grades
aﬂd anydrressages the Ofice Admnistration faculty need to relay to
t he student.

4. Field trips and guest speakers are arran%ed to suppl enent cl assroom
activities. Attendance is nandatory. f a student is not in
attendance, then the student will have a choice of either (a) a
| oss of 10% of the accunul ative senester mark (daily) work, or (b)
preparing a paper relating to the field trip or topic under
di scussion - particulars to be approved by instructor.
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V.  REQU RED STUDENT RESQURCES

Text books:

1. Secretarial Procedures for the Autonated O fice, Canadi an
Edition, Lucy Mae Jenni ngs, Lauralee Kilgour, Prentice-Hall,
Canada, Inc., 1990.

2. Filing and Database Systens, 10th edition, Stewart and Scharl e,
MG aw Hal T Publ'itshing Co., 1990.

Suppl i es;

Paper cl i ps

Not epaper for |ecture notes (your choice)

Newsprint (file copies)

Oni onskin (carbon copi es)

Carbon paper (heavy duty)

Manilla File Folders - 8 1/2" x 11" (mnimumof 3)

Erasing Material (duplex eraser, liquid paper, etc., instructor wll
advise), "lift-off" tape

Dctionary - Wbster's New Wrld D ctionary, 3rd College Edition,
| ndexed Version

Note: This course outline is subject to change.
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ESTI MATED COURSE SCHEDULE

Revi ew of Course Qutline

A Secretarial Career

Chapter 7 - Filing & Infornation Mynt -
Filing Kits

Filing (filing class once a week)
Chapter 1 - Human Rel ations

Chapter 2 - Managenent of Wrk & Tine

Chapter 3 - Orfg_ani zation Structure-and
G fice Layout

Test #1 - Chapters 1, 2 and 3
Chapter 5 - Transcription & Reprographics

Chapter 6 - Incomng & Qutgoing Hail and
Mai | Services

Test #2 - Chapters 5 and 6

Chapter 8 - Ofice Callers and
Appoi nt nent s

Vernon's Gty Drectory
Chapter 9 - Tel ephone Usage

Test #3 - Chapters 8" 9 and
Vernon's Gty Drectory

Chapter 10 - Making Travel Arrangenents

Chapter 11 - Assisting with Meetings
and Conf er ences

Test #4 - Chapters 10, 11
Quest speakers

Revi ew peri od

aPA QO

1 period)
1 period)

14 peri ods)
3 periods)
5 peri ods)

3 peri ods)
1 period)
5 periods)

9 peri ods)
1 peri od)

5 peri ods)
2 peri ods)
7 periods)

1 peri od)
5 peri ods)
6 peri ods)

1 period)
2 periods)
1 peri od)



