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EXECUTI VE SECRETAR AL
CFFI CE PROCEDURES
SEMESTER |V
TEXT: Secretarial Procedures and Adm nistration, 6th ed.

by Hanna/ Pophani Ti | ton

S mulated OGfice Stuations for Secretarial Procedures
and Admni stration, Revised June 1977

Statistical Typing (Wanous)

Ref erence Manual for Stenographers and Typists, Canadian Ed. (Sabin)

MATER ALS REQU RED:
Typi ng Paper (NOI' CCORRASABLE BOND! )
Car bon Paper
Manilla File Folders (preferably 8-1/2 x 11)
Typewiter Eraser
D ctionary
Perpetual D ary

Pads of stationery for Dynamcs Inc.:

- letterhead

- interoffice nmenos - full sheet
- half sheet

- envel opes

STUDENTS WLL COWLETE THE ATTACHED GBJECTI VES PR R TO THE END CF SEMESTER |V
AND | N ADDI TI QN, THE FOLLON NG MUST BE ACCOWPLI SHED:

- Typing Speed of 60 womwi th a maxi numof three errors (60 womis nmi ni mun
- Training on the power typing equi pment, as schedul ed

- Wrk experience in the comunity as desi gnated



SEMESTER |V

EXEQUTI VE CFFI CE PROCEDURES

GRADI NG
S milated Cffice Situations 40%
- SQS #5
- SQS #9
- SQS #7
- SQS #8
Test s 35%
- part 5
- part 9
- part 7
- part 8
Pur chasi ng Depart nent
Per sonnel Dept . 15%
Account i ng Dept .
Class Work (verbal and/or written assignments) 10%
100%
WRK MUST BE SUBM TTED ON TI M= -PENALTY OF 5 MARKS PER DAY FCR

LATE SUBM SSI ON

ATTENDANCE | S MANDATCRY!



OBXECTIVE 1

OBJECTIVE: Student will beconme famliar with work involved in a
Purchasing Department (material frominstructor)

APPLICATION: 1. Type, as a bound manuscript, a narrative dealing
wi th a Purchasing Dept.

2. Produce tables, purchase orders, and letters

TI ME 6 periods of 50 m nutes each
CBJECTI VE 2
CBJECTI VE: Student will becorme famliar with the basics of the
following filing systens: al phabetic

geogr aphi c

nuneric

subj ect
APPLI CATI O\ 1. Read chapter 14, p. 305 - 333

2. Solve problens and answer questions based on chapter

TI ME: 4 periods of 50 m nutes each

CBJECTI VE 3
CBJECTI VE: Student will practice al phabetic indexing
APPLI CATI ON 1. Read chapter 15, p. 336 - 360

2. Solve problens fromtext and from handouts

TI ME: 3 periods of 50 m nutes each

CBJECTI VE 4
CBJECTI VE To increase speed in typing and decrease errors
APPL| CATI O\ Drills, tined witings, etc.

GOAL: 55 wpm with maxi mumof 3 errors

TI ME: 1 period of 50 m nutes



GBJECTI VE 5

TEST ON WORK COVERED IN CBJECTIVES 2, 3 TIME 2 periods

CBJECTI VE 6
CBJECTI VE: Student will acconplish a segment of work assigned with
little or no direction frominstructor. Subject:
Secretarial Managenent of Records, S.QS #5

APPLI CATI ON 1. Read the dialogue provided in the simulation

2. Submt "nailable" work in a file fol der

TI ME: 8 periods of 50 mnutes each
CBJECTI VE 7
CBJECTI VE: Student will carry out work pertaining to a Personnel
Depar t nent
APPLI CATI O\ 1. Type, in bound-nanuscript style, narrative of

a Personnel Depart nent

2. Type forns peculiar to a Personnel Dept.

TI ME: 6 periods of 50 m nutes each

CBJECTI VE 8
CBJECTI VE: To increase typing speed and decrease errors
APPLI CATI ON Drills, tined witings, etc.

Goal : 57 wpmwi th maxi numof 5 errors

TI ME: 1 period of 50 m nutes
CBJECTI VE 9
CBJECTI VE: Student will prepare letters of application, resune,

followup letters

APPLI CATI ON 1. Read chapter 26, pages 611 - 643
2. Solve problens and answer questions fromtext and handouts
3. Prepare "mail abl e" enpl oynent correspondence

TI VE: 8 periods of 50 mnutes each



OBJECTIVE:

APPLICATION:

TI ME:

GBJECTI VE

APPLI CATI O\

TI ME:

GBJECTI VE

APPL| CATI ON

TI ME:

CGBJECTI VE 10

Student will learn to plan for a professional future
1. Read chapter 27, pages 647 - 664
2. Answer questions and sol ve probl ens based on chapter

3 periods of 50 m nutes each

CBJECTI VE 11
To increase typing speed and decrease errors
Drills, tinedwitings, etc.
Coal : 57 womw th maxi mumof 4 errors

1 period of mnutes

CBJECTI VE 12
Student will deal with fulfilling an admnistrative role
1. Read chapter 28, pages 666 - 681
2. Answer questions and deal with case studies f

3 periods of 50 mnutes each

CBJECTI VE 13

TEST ON WORK COVERED | N CBJECTIVES 9, 10, 12 TIME 2 periods of 50 mn. each

GBJECTI VE

APPLI CATI ON

TI ME:

OBJECTIVE:

CBJECTI VE 14
To acconplish a segnent of work assigned, with little or
no supervision frominstructor. Subject: Your Professional
Future, S QS #9
1. Read carefully the dial ogue provided in the simulation

2. Submt "nailable" work ina file fol der

8 periods of 50 m nutes each

OBXECTIVE 15

Student will become familiar with Accounting Dept. procedure'~H
- material provided by instructor. AN



OBJECTI VE 15 - cont'd.

APPLI CATI ON

Tl ME:

GBJECTI VE

APPL| CATI ON

Tl ME:

GBJECTI VE

APPL| CATI ON

Tl ME:

GBJECTI VE

APPL| CATI ON

Tl ME:

GBIJECTI VE:

APPLI CATI O\

Tl MVE:

1. Type as a bound manuscript, material dealing wth
the work of an Accounting Dept.

2. Produce financial statements in a variety of styles

8 periods of 50 mnutes each

CBJECTI VE 16
To reduce typing errors and increase typing speed
Drills, timed witings, etc.
CGoal : 57 womwi th nmaxi numof 3 errors

1 period of 50 m nutes

CBIECTI VE 17
Student will learn howto collect business infornation
1. Read chapter 19, pages 447 - 461
2. Answer questions and problens fromtext and handouts

6 periods of 50 m nutes each

GBJECTI VE 18

Student will present statistical information in proper form

1. Read chapter 20, pages 464 - 482
2. Answer questions and sol ve probl ens based on chapter

6 periods of 50 ninutes each

GBJECTI VE 19

Student will do report witing—gather infornation and
present in proper form

1. Read chapter 21, pages 486 - 510
2. Answer questions and sol ve probl ens based on chapter
3. Case Study

8 periods of 50 m nutes



GBJECTI VE

Tl ME:

GBJECTI VE

APPLI CATI O\

Tl ME:

CBJECTI VE

APPLI CATI ON

Tl ME:

GBIJECTI VE:

APPLI CATI O\

Tl ME:

GBJECTI VE
APPLI CATI ON

Tl MVE:

GBJECTI VE 20
TEST ON WORK COVERED | N CBJECTI VES 17, 18, 19

2 periods of 50 m nutes each

CBJECTI VE 21
To increase typing speed and decrease errors
Drills, timed witings, etc.
Goal : 59 wpmwi th maxi numof 3 errors

1 period of 50 m nutes

CBJECTI VE 22
Student will conplete work assigned, with little or
no direction frominstructor. Subject: Collecting,
Processing, and Presenting Business Data, S.QS. #7
1. Read dialogue provided in sinulation

2. Submt "nailable" work ina file fol der

8 periods of 50 m nutes each

GBJECTI VE 23

Student will learn banking services and the responsibility

of a secretary in this area

1. Read chapter 22, pages 517 - 541

2. Answer questions and sol ve probl ens based on chapter

4 periods of 50 mnutes each

CBJECTI VE 24
I ncrease typing speed and decrease errors
Drills, timed witings, etc. Goal: 60 wpmw th max.

1 period of 50 m nutes

5 errc



OBJECTIVE:

APPLI CATI ON

Tl ME:

CBJECTI VE:

Tl ME:

GBJECTI VE

APPLI CATI ON

Tl ME:

GBJECTI VE

APPL| CATI ON

Tl MVE:

GBJECTI VE
APPL| CATI ON

Tl MVE:

OBJECTIVE 25

Student will learn howto handl e investnent and
i nsurance records

1. Read chapter 23, pages 544 - 563
2. Answer questions and sol ve problens related to chapter

4 periods of 50 minutes each

GBJECTI VE 26
TEST ON WORK QOVERED | N GBJECTI VES 23, 25

2 periods of 50 m nutes each

CBJECTI VE 27
Student will l[earn payroll procedures
1. Read chapter 24, pages 567 - 584
2. Answer questions and solve problens related to chapter

3 periods of 50 m nutes each

CBJECTI VE 28
Student will deal with the legal facets of secretarial work
1. Read chapter 25, pages 588 - 603
2. Answer questions and deal with a case study

3 periods of 50 m nutes each

GBJECTI VE 29

I ncrease typing speed and decrease errors

Drills, tined witings, etc. GCoal: 60 womwi th nax. of 4 error

1 period of 50 m nutes

GBIJECTI VE 30

TEST ON WCRK QOVERED | N CBJECTI VES 27, 28 TIME 2 periods of 50 mnutes each



GBJECTI VE

APPLI CATI O\

TI ME:

GBJECTI VE

APPLI CATI ON

TI ME:

CBJECTI VE 31

Student will conplete work assigned, with
no direction frominstructor. Subject:

little or

Fi nanci al and

Legal Aspects of Secretarial Wrk, S QS

1. Read dialogue in simulation and subm't

10 periods of 50 m nutes each

CBJECTI VE 32
I ncrease typing speed and decrease errors
Drills, timed witings, etc.
Coal: 60 womwith maxinumof 3 errors

1 period of mnutes

#8

"mai | abl e"

wor k



