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EXEQUTI VE SECRETAR AL

CFFI CE PROCEDURES
SEMESTER |V

MATER ALS REQU RED:

- as in Senmester 111

Students will conplete the attached objectives prior to the end
of Senester |1V, and in addition, the follow ng nust be acconpli shed.

typing speed of 60 womwi th a maxi numof three errors

working in the comunity as assigned in the college' s "Career
Experi ence" program

GRAD NG

S.QS #3 10%
S.QOS #4 10%
S.QS #5 10%
S.QS. #8 20%
S.QS. #9 20%
DEPARTMENTS

Pur chasi ng 10%
Sal es 10%
QJ ZZES

Quiz #1 10%
Quiz #2 10%
Quiz #3 10%
Quiz #4 10%
Quiz #5 10%
TESTS

Test #1 20%
Test #2 20%
B nder 20%

There will be a five-mark penalty for assignments submtted | ate.



EXEQUTI VE CFFl CE PROCEDURES SEMESTER |V

FOLLON NG ARE THE CGBJECTI VES TO BE COWPLETED, W TH APPROXI MATE Tl ME
PER ODS:

Veek Onhe

- Student will be introduced to the material required to

conplete SS.QOS. #8 - "Banking" 1 pd.
- Drills and tined witing 1 pd.
- Quiz #1 1 pd
- SQS #8 5 pds.
Week Two
- Conplete SQOS #8 5 pds.
- Drills and tinmed witing 1 pd.
- Case Study 2 pds.
Week Three
- Student will becone famliar with material required to

conplete SSQS #5 - "Records Managenent" 1 pd.
- Drills and tined witing 1 pd.
- Quiz #2 1 pd
- SQS #5 5 pds.
Week Four
- Conplete SQS. #5 3 pds.
- Drills and tined witing 1 pd.
- Speaker or Tour 2 pds.

- Student will conplete assignment dealing with a
Pur chasi ng Depart nent 2 pds.



Ve¢ek Five
- Conpl ete Purchasi ng Depart nent
- Test #1

Week S X

- Student will be introduced to the material required to
conplete S QS #9 - "Your Professional Future"

- Drills and tined witing
- Quiz #3
- SQS #9

Week Seven

- Conplete SSQS. #9

- Drills and tined witing

- Introduction to S.QS. #3 - "Witten Communi cati ons"
- Qiz #4

- Work periods to update binders

Wek Ei ght
- Conplete SSQS. #3

Drills and tinmed witing

Week N ne

- Student will be introduced to S QS. #4 - "Transmttal
Servi ces”

- Quiz #5
- Drills and tined witing
- Conplete SSQS #4

g L = =

N PR R W

g B B

pds,
pds,

pd.
pd.
pds.

pd.
pd.
pds.



Week Ten

- Conplete S QS #4 3 pds.
- Drills and timed witing 1 pd.
- Speaker or Tour 2 pds.
- Case Study 2 pds.
Wek H even
- Timed production periods 5 pds.
- Drills and timed witings 1 pd.
- Work period on updating binders 2 pds.
Wek Twel ve
- Student will conplete assignnment dealing with a Sal es

Depar t ment 7 pds.
- Drills and timed witing 1 pd.

Week Thirteen

- Timed production periods 6 pds.
- Drills and tinmed witings 2 pds.

Week Fourteen

Dills and timed witing 1 pd.
- Test #2 2 pds.

Updat i ng bi nder 3 pds.

Case Study 2 pds.
Week Fifteen

-tl)_'higl will be used for review and any redoing of work for insertion in
i nder .



