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EXECQUTI VE SECRETAR AL
CFFl CE PROCEDURES SPR 225-8

CBJECTI VES: Students will conplete the attached
obj ectives prior to the end of semester, and
in addition, the follow ng nust be
acconpl i shed:

- typing speed of 60 wp.m in a five-mnute
tinmed witing, with a maxi rumof five
errors.

- working in the coomunity as assigned in the
col l ege's "Career Experience" program

QRAD NG A B C |
A - 80 - 100
B - 70 - 79
C - 60 - 69
| - under 60

ASSI GNMVENT GRADI NG

S0.S# - 20%

S0.S#8 - 20%

S0.S# - 20%

SO0.S#7 - 20%

SO0.S# - 20%

TESTS - Test #1 - Parts 6 &8 - 20%
Test _ Parts 7 &9 - 20%
Test ;% - Part 5 20%
Test #4 - ALL 20%

Bl NDER - 20%



Executive Office Procedures

Senest er

NOTE: Timed witings will be given approximtely once per

Week 1 -

Week 2 -

Week 3 -

Week 4 -

Week 5 -

Week 6 -

Week 7 -

Week 8 -

week and drills will be assigned where needed.

Student will learn how to handle travel
arrangenments.

Part 6, text, "Adm nistrative Support Services:
Assisting with Travel and Conference."

Chapter 16 Handling Travel Arrangenents

Questi ons based on chapter, group work
(preparation of all arrangenents for travel for
fictitious enployer.)

S.0S. #6 to be conpleted

Part 8, text, "Adm nistrative Support Services:
Fi nanci al and Legal "

Chapter 22 Banking Responsibilities
Chapter 23 Investnment and |nsurance

Assi gned reading, questions

Chapter 24 Payroll and Tax Records
Chapter 25 Processing Legal Papers

Assi gned reading, questions

S.0.S. #8 to be conpleted
TEST ON PARTS 6 and 8

Part 9, "Your Profession: Pl acement ,
Advancenent, and Supervision".

Chapter 26 Selecting the Right Position
Chapter 27 Planning for a Professional Future

Assi gned reading, questions
Chapter 28 Fulfilling Your Adm nistrative Role

Assignnments from instructor, plus assigned
readi ng, questions, and case studies.

S.O0.S. #9 to be conpleted.



Executive Office Procedures

Senest er

Week 9

Week

Week

Week

10

11

12

13

Week

Week

14

Part 7, "Adm nistrative Support Services:
Organi zi ng Business Data."

Chapter 18 Computer Technol ogy & Comruni cation
Chapter 19 Collecting Business Information

Assi gned reading, questions and case studies
Chapter 20 Presenting Statistical Information

Chapter 21 Assistance with reports, procedures,
writing, and publications

Assi gned readi ng, questions, case studies
TEST ON PARTS 7 and 9
S.0.S. #7 to be conpleted

Part 5, "Adm ni strative Support Services:
Managenment of Records"”.

Chapter 14 Records Control

Chapter 15 Al phabetic Indexing

Assi gned reading, questions, case studies
S.O0.S. #5 to be conpleted

Testi ng: to cover entire course

Bi nder containing the year's work to be updated
and subm tted.



