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CFFI CE PROCEDURES SECRETAR AL COWCN SEMESTER TWD

TEXTS: None
REFERENCE MATERI ALS. O fice Procedures 2000, Wstgate
MATERI ALS NEEDED: Typi ng Paper

Car bon Paper
3-ring bi nder

DURATI ON Two 50-mnute periods per week for 15 weeks

CENERAL OBJECTI VES

Student will be given an exposure to, and wll gain experience in,
three secretarial specialties:

1. Executive Secretaria
Legal Secretari al

2.
3. Medical Secretarial

SPEQ FI C GBJECTI VES:

1. Student will do a Snmulated Gfice Situation as an Executive -
Secretarial project. Duration: 2 periods per week for 5 weeks.

2. Student will create |egal docunments and will do correspondence of
a legal nature. Duration: 2 periods per week for 5 weeks.

3. Student will produce correspondence peculiar to the nedi cal
rofession and will learn how to conplete various nedical forns.
ration: 2 periods per week for 5 weeks.

NOTE: Speakers fromthe community representing each of the above
professions will be invited to the college to tell students
sonet hi ng about each of their positions. Students will be
expected to submt a report on each speaker.

GRADI NG A - 85 - 100 ALL WORK |'S TO BE DONE DURI NG
B - 70 - 84 REQULARLY- SCHEDULED OLASS TI ME.
EXCEPTI ONS WLL BE MADE AT THE
c - 60- 69 Dl SCRETION CF THE | NSTRUCTCR

|

under 60



