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EXECUTI VE OFFI CE PROCEDURES OPE300
COURSE NAME COURSE CODE
TOTAL CREDI T HOURS, 75

Prerequisite for OPE300 - OPE200
| . PH LOSOPHY/ GOALS;

To prepare the student whose career plans include eventually working
as a top-notch executive secretary through the introduction of the
primary duties of professional secretaries, including enphasis on both
the essential technical skills of word processing, conmposing business
correspondence, proofreading, etc., and the essential non-technical
skills such as decision-nmaking, exercising initiative, follow ng-

t hrough, working with people, and effectively managing tinme and
materi al s.

To prepare the student to performas an administrative assistant who
under st ands busi ness operations and techni ques of nmanagenent.

1. STUDENT PERFORVANCE OBJECTI VES:

Upon successful conpletion of this course, the student will be
able to:

1) Type at 50 g.w.p.m wth 98 percent accuracy on three, 5-mnute
timed writings.

2) Efficiently utilize a typewiter as well as a m croconputer using
Wor dPerfect, Version 5.1 to produce nailable copy in a specified
[ ength of tine.

3) Conplete all the pre-,interim and post-paperwork required for an
executive's travel arrangenents.

4) Compl ete all arrangenents necessary for a successful business
neet i ng.

5) Record the mnutes of a nmeeting and prepare the final m nutes
using an established fornmat.

[11. TOPICS TO BE COVERED:

1) Tinmed Witings to Measure Speed and Accuracy

2) Travel Arrangenents
3) | n- Basket Sinulations
4) Meeting and Conference Pl anning

5) M nut e-t aki ng/ Preparati on of M nutes
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TOPI C ONE TYPI NG SPEED

The student will denonstrate the ability to type at 50 gross words per
m nute by the end of Senester I1lIl and 60 gross words per mnute by the
end of Seraeter |V on three 5-minute straight copy timngs with 98%
accuracy or better. Official testing nmust be supervised by instructor

or instructor authorized individual.

Goals by timefrane:

Semester 11l (M D TERM 47 9. w.p,.m w 98% accuracy on three attenpts
Senmester |11 (end) 50 g. w.p..m w/ 98% accuracy on three attenpts
Senester |V (md-term 55 g.w..p.m w 98% accuracy on three attenpts
Senmester |V (end) 60 g,w,.p.m W 98% accuracy on three attenpts
Not e:

1. TIMNGS ACH EVED IN SEMESTER |11 ARE NOT TRANSFERABLE TO

SEMESTER | V.

2. THOSE STUDENTS REQUI RI NG REMEDI AL TRAI NING wi ||l be assigned speed

and accuracy drills/drill tape programs by instructor to assist in
attai ning the goal. Conpl etion of these assigned drills is
mandat ory. No further speeds will be recorded if assigned work is
not compl et ed.

3. No in-class practice time is available - instructor will try and
find a roomand time for out-of-class group practice. | ndi vi dua
practice - see Secretarial Centre technician along with instructor

recomendati on.

EVALUATI ON;

The timed writing section represents 5 percent of the OPE300 final grade

The followi ng grading scheme will be assigned:
46 g.w.p.m on three timngs = 1%
47 g.w.p.m on three timngs = 2%
48 g.w.p.m on three timngs = 3%
49 g.w.p.m on three timngs = 4%
50 g.w.p.m On three timngs = 5%
Speed - the total number of words or strokes converted to words will be

divided by 5 to obtain the gross words per mnute.
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EVALUATI ON, (cont'd)

Accuracy - the total nunber of accurate words typed (total - not per
mnute rate) will be divided by the nunber of words typed.

Exanpl e RE Accuracy: 300 words typed with 5 errors
Accuracy % = 295 divided by 300 - 98. 3%

ESTI MATED TI ME TO ACHI EVE:
15 periods of 30 m nutes each

Note: These timngs are given once a week for 30 mnutes during a class
held in the VAX conputer | ab.

The worl d's FASTEST TYPI ST (1984) according to PS for Professional
Secretaries, Vol. 27. 27, No. 21, Nov. 15, 1984, typed at the rate of
124.8 nwpm
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TOPI C TVO TRAVEL ARRANGEMENTS
Gven in-class instructions, the student will be able to interpret and

denonstrate the ability to contribute to the planning that precedes the
executive's business trips and the followup activities required on their
conpl eti on. As well, the student will denonstrate the ability to
research information about donestic and international flights so that
appropri ate choices can be made.

Gven an in/out-of-town assignnment, the student wll denonstrate the

ability to conplete all the pre-, interim and post-paperwork (including
cal culations) required for an executive-level trip.

LEARNI NG ACTI VI TI ES AND APPLI CATI ON

READ: Pgs. 202-217
Secretarial and General Ofice Procedures

LECTURES, DEMOS AND HANDOUTS
CLASS DI SCUSSI ONS
GUEST SPEAKER (I F AVAI LABLE) - LOG REQUI RED

EVALUATI ON:

1. Log - Cuest Speaker

2. Individual Assignnent - pre-, interimand post-travel paperwork
The two projects formpart of the m scell aneous assignnents
mar k.

ESTI MATED TI ME TO ACHI EVE

9 periods of 50-m nutes each*

* does not include student reading and assignment tine
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TOPI C THREE:  ANSLEY | N-BASKET SI MULATI ONS (MEDI UM DI FFI CULTY)

Gven in/out-of-class In-Basket work, the student will denonstrate the
ability to enploy nedium levels of cognitive abilities through the
conpl etion of accurate finished work using WrdPerfect 5. 1.

Cognitive abilities include:

- an understandi ng of assigned task
- using previously learned conpetencies in new situations

- gathering facts fromvarious sources and determ ning course of
action

- judging which data or action is appropriate for a given situation
LEARNI NG ACTI VI TI ES AND APPLI CATI ONS

Instructor will review and provide ongoing assistance as Ansley House
Associ ates |n-Basket sinulations are conpl eted. Instructor will provide
feedback after |n-Baskets have been turned in.

Students are recommended to conplete the major portion of |n-Basket work
in class so instructor can observe work and nmake | ast-m nute changes (as
is normal in the work environnent - onus is on student to be aware of any
changes) . Al so, renmenber that quality of finished product wll be

j udged. If material is conpleted on poor equipnent, it will be judged
that the student assumes this to be business quality and marks w Il be
deducted accordi ngly. The majority of In-Basket assignnents nust be
conpl eted using WordPerfect 5.1 word processing software.

EVALUATI ON

I n-Basket work will be evaluated per Wrk Evaluation Check Sheet(s) in
wor k package and the average of the (5) packets will count towards fina
mar k. The grades for |n-Basket assignnents will be included with the
m scel | aneous assignments section worth 45 percent of the final grade.

Three tests will also be given consisting of material simlar to that

contained in the In-Baskets:

- Test #1 - Based on In-Baskets 1 and 2

- Test #2 - Based on In-Baskets 3 and 4

- Test #3 - Based on |n-Basket 5

- The three tests represent 50 percent of the final OPE300 mark

ESTI MATED TI ME TO ACHI EVE

(40) in-class periods (50-mnute periods)
(3) 120-m nute test periods
Testing will be done in RoomA217, using WrdPerfect 5.1.

NOTE: Qut-of-class work will be required to conplete these in-basket
si nmul ati ons.
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TOPI C FOUR: VEETI NGS AND CONFERENCES

The student will be responsible for reading the text, The Mnute Taker's
Handbook and The Meeting WIIl Cone to Oder. G ven three in-class
gui zzes containing short answer, multiple-choice and true/false
guestions, the student will be able to:

- explain the types of neetings often held
- describe considerations involved with pre-neeting planning, i.e.

scheduling the neeting, notifying participants, preparing and
distributing nmeeting materials

- outline the responsibilities of the chairperson, recording
secretary and neeting participants

- outline the conmponents of an effective agenda

- outline key conponents of a final set of mnutes and describe aids
used in mnute preparation

- identify the principles of formal "rules of order" and classify
notions according to purpose and precedence

- explain the term "resolution”
- describe various fornms of electronic neetings

- explain the effects of hidden variables on mnute taking and the
I nportance of a professional inage

Followng in-class instructions, the student will conplete a neeting/
m nute-taking assignment to denonstrate the ability to effectively
participate in a simulated neeting and the ability to take mnutes at a
sinul ated neeti ng. Students will then be responsible for transcribing
the m nutes using an established format.

LEARNI NG ACTI VI TI ES AND APPLI CATI ONS:

READ: The M nute Taker's Handbook
The Meeting WIIl Conme To Order
VI EW Meetings Bl oody Meetings (if avail abl e)

Lectures, Handouts, Practical Meeting/ M nute-taking Assignnent, C ass
Di scussi ons, Guest Speaker (if avail able)
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EVALUATI ON:
1. Quizzes (three) - Qiz #1 - Chapters 1, 2, 11, 10
- Qiz #2 - Chapters 3, 4, 5
- Quiz #3 - Chapters 6, 8, 12, 13
2. Meeting/ M nute-taking Assignnment - Each student will participate

in a sinmulated neeting. 1In addition, each student will record
and transcribe the mnutes of one sinulated neeting.

ESTI MATED TI ME TO ACHI EVE:

13 periods of 50-m nutes each*
*does not include student reading and assignnent tine
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Vv

EVALUATI ON METHODS

The follow ng grading procedure will be followed for OPE300:
TESTS:

Ansl ey Tests (3) | n-Baskets 1 & 2 )
| n-Baskets 3 & 4 ) 50'
| n- Basket 5 )
ASSI GNVENTS:
Travel - Speaker Log
Pr oj ect

Meetings - Three In-Cass Quizzes ) 45%
- M nut e-Taki ng Assi gnment

~—

Simul ations - |n-Baskets 1-5
TI MED WRI Tl NGS 5%
TOTAL MARK: 100%

GUI DELI NES RE GRADI NG

At t endance:

If a student is not able to wite a test because of illness or a
| egitimate enmergency, that student nust contact the instructor
prior to the test and provide an explanation which is acceptable
to the instructor (nmedical 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 will receive a mark of 0" on that test.
THERE W LL BE NO REWRI TES OF TESTS OR QUI ZZES.

The student will denonstrate the ability to attend functions
during Senester IIl {exanples listed bel ow).

In the event of an absence, notice (prior or post) shall be given
to the instruetor. |If pre-notice, instructor wll indieate
acceptance or non-acceptance of cause for absenteeism Al so,
valid post-notice should be supported by a record of the student's
attenpt to contact instructor by one of the follow ng nethods:

in person, by tel ephone (school - 759-6774, ext. 487; residence,
779-2925) nessage left with Secretarial Centre, main sw tchfaoard
operator, or sw tchboard nessage recording device (1-mn. nessage
may be left between 5:15 p.m - 815 p.m ). This will ensure that
student can establish contact 24 hours a day regardl ess of whether
student is in or out of the city.
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APPLI CATI ONS

Goup I: - tours/field trips/semnars as arranged by instructor
- guest speakers, presentations, etc.
- films, videos, slide presentations, (in or out of

cl ass)
Goup I1I: - tests
EVALUATI ON
Attendance will be nonitored through the use of absenteeism reports in
instructor record book.
Goup I: - any absence wi thout authorization or just cause wll

result in a) the loss of 10 percent of the tota
senester cunulative mark for m scellaneous assignnents
or b) preparing a paper relating to the field trip or
topi ¢ under discussion - particulars to be approved by

i nstructor.

GROUP I I : - the highest mark assigned to a delayed test will be a
mnimm "C' to offset the increased preparation tine
factor.

- there will be no opportunity to wite tests in advance
of the test day. A student who wishes to wite in
advance will automatically fall into the del ayed test
cat egory.

3. Individual segnments of the M scellaneous Assignnments final grade

are cal cul ated according to the evaluation procedures listed in
t he individual objectives for OPE300.

4. WNarking Deductions:

-5 points for each proofreading, spelling or magjor format error
-2 points each for all other types of errors (poor corrections,
al i gnment probl ens, word division, mnor format errors, run-on
sent ences, pronoun/contraction errors.

-1/2 to -5 points for each punctuation error

5. Due Dates - 100 percent conpletion of all assignnents is expected.
Any cl ass assignnment submtted 1-5 days after due date* will be
subject to a loss of 10 percent of the assignnment value. No mark
w Il be assigned after the 5th consecutive day the assignnent is
|ate *unless a valid reason is provided in advance to instructor
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and instructor approval is received or the instructor deens the
reason given after the due date to be a legitimate basis for
post ponenent .

Each student will be required to keep a file in a designated
classroom This will facilitate the return of assignnents,
grades, and any nessages the Ofice Admnistration faculty need
to relay to the student.

GRADE/ NUMERI CAL  EQUI VALENCI ES

A+

0O m>

90%- 100%  CONSI STENTLY QOUTSTANDI NG

80%- 89% QOUTSTANDI NG ACHI EVEMENT

70%- 79%  CONSI STENTLY ABOVE AVERAGE ACH EVEMENT

60%- 69%  SATI SFACTORY OR ACCEPTABLE ACH EVEMENT

BELOW 60% REPEAT - OBJECTI VES OF THE COURSE HAVE NOT BEEN
ACH EVED AND THE COURSE MUST BE REPEATED

M D- TERM REPORTI NG

S
U
R
NR

Satisfactory Progress

Unsati sfacatory Progress

Repeat (objectives have not been net)

G ade 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 dates.
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VI .  REQUI RED STUDENT RESOURCES:

The Meeting WIIl Cone To O der
Central M chigan University

Ansl ey House Associates - The Executive Secretary (An office simulation)
Mci ntosh, Welter, 19 86, South-Western

The M nute Taker's Handbook, June Watson, 1991, Self-Counsel Press

REFERENCE TEXTS ONLY (NOTI' REQUI RED TO PURCHASE)

Secretarial and General Ofice Procedures, 1990, Prentice-Hall
(1990/91 OPA OO 200 text)

VMATERI ALS (COWON TO SEMESTERS |11 AND V)

- carbon paper (limted use)
- typing paper (not corrasabl e bond)
- erasing material (duplex eraser, liquid paper, etc.)
and non-adhesive "Lift Of" tape for typewiter (limted use)

- manilla file folders (8 /2 " x 11" letterhead size only)

(mnimm 6) (assignnents will only be accepted with a file folder
properly | abell ed)
- file labels

- perpetual diary
- G egg Reference Manual
Gage Dictionary or equival ent

COJRSE QUTLI NE SUBJECT TO CHANGE DEPENDI NG ON UNFORESEEN Cl RCUMSTANCES




